
                                                                                                                                                                                                                 
                                                                                                                                                                                                                  

 

 

 

The Aims of the Centre 
 

The Centre will aim to promote positive relationships with:- 

¶ Children and other children; 

¶ Professionals and children; 

¶ Children and their families; 

¶ Professionals and parents and families; 

¶ Professionals; 

¶ Families and other families; 

¶ Management, parents and professionals; 

¶ Professionals and colleagues in other services and related disciplines; 

¶ The centre and relevant community agencies and organisations; 

¶ Children and the broader community. 
The relationships will support the children to:- 

¶ Feel a sense of belonging; 

¶ See themselves as valued, unique and powerful human beings; 

¶ Engage in relationships of caring and respect; 

¶ Appreciate the effects of communication, collaboration and working together as a means of 
generating new ideas, making progress, being creative and innovative and solving problems. 

These relationships will be life enhancing for every child. 
The staff will:   

¶ Be committed to the ongoing implementation of the National Quality agenda, National quality 
framework and the National Quality standards; 

¶ Be committed to equity and believe in all childrenôs capabilities to succeed, regardless of diverse 
circumstances and abilities; 

¶ Create a welcoming environment where all children and families are respected and actively 
encouraged to collaborate with educators about curriculum decisions in order to ensure that 
learning experiences are meaningful. 

Educators will: 

¶ Embrace the Early Years Learning Framework for the opportunities it offers to children and their 
families; 

¶ Recognise that diversity contributes to the richness of our society and provides a valid evidence 
base about ways of knowing, including promoting a greater understanding of Aboriginal and Torres 
Strait Islander ways of knowing and being; 

¶ Respect and work with each childôs unique qualities and abilities; 

¶ Be responsive to all childrenôs strengths, abilities and interests by valuing and building on childrenôs 
strengths, skills and knowledge to ensure their motivation and engagement in learning; 

¶ Promote childrenôs learning through worthwhile and challenging experiences and interactions that 
foster high level thinking skills. 

Policy formatted in: October 2010. 
Reviewed in: October 2011, October 2012, October 2013,  October 2014 , October 2015, October 2016 
To be reviewed in October 2017. 
Reference:  Belonging, Being and Becoming. The Early Years Learning Framework for Australia. DEEWR, 
2009; Guide to the National Quality Standard 2014.  



 

 
 
 
 

The Centreõs Statement of  Philosophy 
The staff of our centre shows a commitment to ñBelonging, Being and Becomingò, The Early Years Learning 
Framework for Australia as well as the National Quality framework and the National Quality standards. These will 
guide the policies and decisions made at the centre on a daily basis as we aim to provide a service that meets and 
exceeds that National Quality Standard. 
Every child who attends the centre will be given the right to have their potential supported and this will be achieved 
by the staff of the centre displaying a profound respect for the child as a human being in the present, a thinking, 
communicating, acting, and creating, feeling person. 
The staff recognise and respect the traditional custodians of this land and acknowledge the Darkinjung people; 

Educators encourage and support children to explore this learning throughout the curriculum.                                

The Staff understand the importance of engaging children in the natural environment so that they grow up to be 

sustainable citizens. The staff will show belief in every childôs ability and competence. They will seek signs of 

competence in every child recognising and responding to each childôs strengths.                                                   

The staff will support the childrenôs learning by engaging them in experiences that reflect their interests and their 

lives. Children will be engaged deeply in an unhurried way, learning ñ lessons for lifeò. 

Respectful life enhancing relationships will be promoted by the centre and the centreôs staff. The relationships will 
support the children to:- 

¶ Feel a sense of belonging 

¶ Have recognition of being who they are right now and valuing this moment. 

¶ Have an awareness of becoming and the development of lifelong citizens. 

¶  See themselves as constructive contributors to the community 

¶ See themselves as valued, unique and powerful human beings 

¶ Engage in relationships of caring and respect 

¶ Appreciate the effects of communication, collaboration and working together as a means of generating 
new ideas, making progress, being creative and innovative, and solving problems. 

The staff will be aware of the 5 outcome areas of ñBelonging, being and becoming (EYLF) as assist the children in 
working towards these outcomes while engaged in play based experiences that are meaningful and which enrich 
their lives because they are interesting and life relevant. 
The Staff of the centre will strive to build a rich picture of every child, recognising their differences and respecting 
these differences showing an honour of diversity. 
The staff of the centre will assist the children to be comfortable with differences and to appreciate the fundamental 
commonalities and similarities that lie behind many differences, and to truly understand the notion of unity through 
diversity. 
The staff of the centre will sometimes lead the children, sometimes follow and sometimes be a participant in the 
childôs/childrenôs experience, showing wisdom to which role is appropriate. 
The staff of the centre will be confident and open to change, ideas and new concepts. The staff are also learners 
working collaboratively with the children, colleagues and parents. The centre as an organisation will assist the 
professionals of the centre to identify what they enjoy and are good at and support them to use those strengths and 
interests to benefit the centre. 
Parents will not only be welcomed and invited to become involved in the centre but will also be collaborators with 
the professionals and the child in provisions made for the children. 
The childrenôs experience in their family and the familyôs perspective on the child will be taken into account and the 
professionals will operate in partnership with parents on behalf of their child. The family is the most powerful 
influence on their childôs/childrenôs learning and development. Parents will be encouraged to enrich and expand the 
professionalôs picture of their child through sharing their own perspective of their child. 
 



This philosophy was formatted in: October 2010 
Reviewed in: October 2011, October 2012, October 2013, October 2014, October 2015 and October 2016. 
To be reviewed in October 2017. 
Reference: Belonging, Being and Becoming. The Early Years Learning Framework for Australia. DEEWR, 
2009.  
Education and Care Services National Regulations 2014 
Guide to the National Quality Standard 2013.  
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Aboriginal and Torres Strait Islander Policy 

Aim 
 Umina Kids Club will provide children and their families with positive awareness of the Aboriginal and Torres 
Strait Islander culture.  

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2015 
Anti-Discrimination Act 1977 
 

Who is affected by this policy 
Educators 
Staff 
Families 
Child 
Management 

Implementation 
In relation to Aboriginal and Torres Strait Islanders issues, programs will: 

¶ recognise differences within the group. 

¶ encourage individual and group esteem. 

¶ promote development of social skills and attitudes which foster co-operation and participation. 

¶ encourage parents to contribute to and participate in the programs to enhance awareness of their culture. 
Educators/Staff will:  

¶ recognise and respect the Aboriginal childôs unique cultural identity. 

¶ reinforce and maintain the childôs self-esteem and cultural identity. 

¶ recognise non-verbal behaviour as an important part of communication for Aboriginal children. 

¶ where possible and feasible employ Educators/Staff from Aboriginal backgrounds if this suits the needs of the 
service. 

¶ The service will display a recognition statement showing value and respect for the original custodians of our 
land. 

The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 

Sources 
 
Indigenous Portal http://www.indigenous.gov.au/children-and-schooling Retrieved: October 2014 
Aboriginal Australia www.aboriginalaustralia.com Retrieved: October 2016 

 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 

http://www.aboriginalaustralia.com/


 
Reviewed: October 2016    Date for next review: October 2017 
 

 

 

 
 

 
 
 
Acceptance and Refusal of Authorisations Policy 

Aim 
 
The aim of Umina Kids Club is to ensure that authorisations are in accordance with the Education and Care 
Services National Regulations 2015. 
 

Legislative Requirements 
 
Education and Care Services National Regulation 2015 
Education and Care Services National Law Act 2010 
 

Who is affected by this policy? 
Staff 
Families 
Child 
Management 

Implementation 
 
It is the responsibility of the Nominated Supervisor to ensure that the documentation for each child in relation to 
authorisations is correct and current. 
 
In order to achieve this: 
The Nominated Supervisor will make sure the authorisations contain: 

¶ Full Name of the Child 

¶ Date of authorisation 

¶ Signature of Parent/Guardian or Authorised Nominee on enrolment form 

¶ Original Documentation in Childôs file 
The Nominated Supervisor will advise the Parent/Guardian that these authorisations apply to 

¶ the collection of children 

¶ administration of medication 

¶ excursions and 

¶ access to childrenôs records 
The Nominated Supervisor will keep authorisations in the childôs enrolment record. 
The Nominated Supervisor will exercise the right of refusal if written or verbal authorisations do not comply. 
The Nominated Supervisor will override authorisations where a child requires emergency medical treatment for 
conditions such as anaphylaxis or asthma, where the service will administer medication, and then contact the 
parent/guardian as soon as possible after the treatment has been administered. 
An Authorised Nominee must be a minimum age of 18 years old to sign a child in or out of the Education 
and Care Service. 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 

Sources 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 

Review 



 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016    Date for next review: October 2017 

 

 
Access Policy 
 

Aim 
 
To ensure the safety of the children in the care of Umina Kids Clubs, and the lawful access of children by 
Parents/Guardians.  
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2015 
National Quality Standards 2013 
Family Law Act NSW 1975 
 

Who is affected by this policy? 
 
Staff 
Families 
Child 
Management 
 

Implementation 
 
The Approved Provider/Nominated Supervisor or Certified Supervisor of an Education and Care Service must 
ensure that a parent of a child being educated and cared for by the Service may enter the Education and Care 
Service premises at any time that the child is being educated and cared for by the Service. Despite this regulation 
the Approved Provider/Nominated Supervisor or Certified Supervisor is not required to allow a parent to enter the 
Education and Care Service premises if:  
 

¶ By permitting the parentôs entry would pose a risk to the safety of the children and staff of the Education 
and Care Service or 

¶ Conflict with any duty of the Approved Provider, Supervisor or Educator under the Law. 
 
The Approved Provider/Nominated Supervisor of an Education and Care Service must ensure that a child who is 
being educated and cared for by the Service does not leave the Service premises.  The child may only leave the 
relevant premises if the child:  
 

¶ is given into the care of a Parent/Guardian, or 

¶ an Authorised Nominee named in the childôs enrolment record, or 

¶ a person authorised by a parent or authorised nominee named in the childôs enrolment record to collect 
the child from the premises, or 

¶ leaves the premises in accordance with the written authorisation of the childôs parent or authorised 
nominee named in the childôs enrolment record, or 

¶ is taken on an excursion in accordance with the excursion policy and guidelines, 

¶ requires medical, hospital or ambulance care or treatment, or 

¶ because of another emergency, 



¶ Staff must abide by the judicial decisions of the law (see family law policy). Staff must ensure that any 
parent not subject to an order can have access to his or her child at any time during the hours the child is 
at the Education and Care Service. 

 
Information in regards to access will be updated on an ongoing basis at a mutually convenient time. 
 
Any Parent/Guardian, that the Approved Provider/Nominated or Certified Supervisor knows to have been denied 
contact with a child by a court order affecting the custody or residence of, or contact with the child is excluded 
from Umina Kids Clubs at all times. 
 
The following will be implemented: 

¶ The original court order affecting the custody residence of or contact will be sighted before restrictions are 
placed on the Parent/Guardian. A copy of the original will be taken and signed by both the Parent & 
Approved Provider/Nominated Supervisor. This will be kept in the childôs file. 

¶ Educators/Staff will be informed as soon as possible, this includes new, casual and volunteer staff. 

¶ A Parent/Guardian denied contact with a court order would be requested to leave if he or she enters the 
Education and Care Serviceôs grounds. 

¶ If the non custodial Parent/Guardian refuses to leave the Service, the Police and Custodial Parent will be 
notified. 

¶ The Educators/Staff will remove all children to an area where they will not be affected by the situation. 

¶ If the Non Custodial Parent/Guardian becomes threatening or violent and/or tries to forcibly remove the 
child, Educators/Staff are not to interfere, the welfare of the Educators/Staff and Children are of the 
utmost importance. 

¶ If the Non Custodial Parent leaves the Service, then details will be taken in regards to transport 
eg.make/model of vehicle, colour of vehicle, and registration number. 

¶ Police, Department of Education and Communities & Custodial Parent are to be notified when the Non-
Custodial Parent has left or as soon as possible. 
 

The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 

 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
National Quality Standards 2013 
Family Court of Australia www.familycourt.gov.au Retrieved 2016 
 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016    Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.familycourt.gov.au/


 

 

 

 

 

 

 
 

 
 
Access to Individual Childrenôs Records Policy 
 

Aim 
 
In order to maintain confidentiality, access to childrenôs records must be limited. 
 

Legislative Requirements 
 

 Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
NSW Department of Education & Communities  
Laws relating to protection of privacy and confidentiality; duty of confidentiality arising from a contract with parent; 
to whom and when information must be disclosed;  
Child Care Service Handbook 2012-2013 
Privacy Act 1988 (Cth.);  
Workplace Relations Act 1996 (Cth.). 
 

Who is affected by this policy? 
 
Educators 
Child 
Staff 
Families 
Volunteers 
Students 
Management 
 

Implementation 
 
Parents have access to their individual childôs records. Access will be in consultation with the Approved 
Provider/Nominated Supervisor, or an Educator delegated by the Approved Provider/Nominated Supervisor, or in 
the case of a child on the Inclusion Support Program, with the Inclusion Support Co-ordinator, or an Educator 
delegated by the Inclusion Support Co-ordinator. 
 
The Approved Provider/Nominated Supervisor has access to all childrenôs records. 
 
Other permanent Educators, specified by the Approved Provider/Nominated Supervisor, may have access to all 
childrenôs records. 
 
Relief Educators and other Staff do not have access to childrenôs individual records unless permission is obtained 
from the Approved Provider/Nominated Supervisor. Access will then be restricted to records that the Approved 
Provider/Nominated Supervisor feels necessary for the education and care or medical treatment of whom the 
information relates.  
 
The Regulatory Authority or an Authorised Officer are authorised to have access to childrenôs records. Such 
access must not be provided unless identification stating the position of the person can be produced. 
 



Inclusion Support Agencies and other Professionals may need to discuss individual childrenôs records in order to 
fully assess the needs and provide support for the child and Education and Care Service. A written developmental 
or progress report may be provided to Inclusion Support Agencies and other Professionals  where parents have 
prior knowledge of, and a written consent for, such a report to be provided. If requested, parents are to be 
provided with a copy of this report. 
 
Any person authorised by law to inspect the records as stated in the National Regulations 2015. 
 
Volunteers/Students are not to have access to any individual childrenôs records. 
 
Parent /Authorised Persons can have access to an individualôs childôs records if the centre is provided with 
written authority from the parent or person who provided the information. 
 
Apart from the above mentioned, no other persons are to have access to childrenôs records at any time. 
 
All persons who do have access to childrenôs records are reminded that any information contained in these 
records is strictly confidential.   
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to National Quality Standards 2013 
Child Care Service Handbook 2013-2014 
Australian Childrenôs Education & Care Quality Authority  
NSW Department of Education & Communities  
Privacy Act 1998 www.privacy.gov.au Retrieved: October 2016 
Fair Work online www.fairwork.gov.au   Retrieved: October 2016 
Privacy and Personal information Protection Act 1998 
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+133+1998+FIRST+0+N Retrieved: October 2016 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016    Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.privacy.gov.au/
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+133+1998+FIRST+0+N


 

 

 

 

 

 

 
 
 
 
 
Accident & Illness Prevention Policy 
 

Aim 
 
Accidents are often directly related to the childôs growth and developmental stage. Educators will be aware of the 
particular hazards recognisable in each stage, and take all precautions necessary to prevent such accidents. It is 
an Educators responsibility to increase parent awareness of accident prevention, and of their childôs ability to 
learn safety habits at a very early age. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
National Quality Standards 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
 

Who is affected by this policy? 
 
Child 
Educators 
Families 
Management 
Visitors 
 

Implementation 
 
The following precautions are to be observed in the Service: 
 

¶ All household products and medications are to be kept in their original containers, and stored in cupboards 
not accessible to children, i.e. out of reach or with childproof locks. 

¶ Medication procedures must be followed at all times. 

¶ Children are to be restricted from the kitchen area. 

¶ Never leave infants on change tables, in baths, in high chairs, or eating alone. 

¶ Have the temperature of hot water systems set at 43.5 degrees Celsius. 

¶ Never drink hot liquids near children. Drinking of any hot beverage is to be restricted to childfree areas. 

¶  Umina Kids Club has an approved earth leakage circuit breaker fitted to the main power box. These should 
be tested on a monthly basis to ensure that they are still working. This device is not to be relied on alone. 
Electrocutions are reduced by the use of circuit breakers ï not prevented entirely. 

¶ Power points must have protective shutters, or be fitted with protective plugs. 

¶ Hand-held electrical appliances must not be used in wet areas. 

¶ Teach children to respect all electrical appliances. 



¶ Avoid water on floors. Mop up any spillages immediately. Particular attention needs to be given to the 
bathroom area and lunch area. 

¶ Children must remain seated whilst eating and babies should be supervised at all times when  
having a bottle. 

¶ Never leave plastic bags within the reach of children. 

¶ Choose safe toys with the age of the child in mind, i.e. avoid small removable parts for infants, choose 
durable toys, avoid movable parts, which may pinch the child, etc. Check all toys regularly, and repair or 
discard any broken toys. 

¶ All water play areas must be supervised by an Educator/Staff member at all times. Never leave buckets of 
water unattended. 

¶ All play equipment must be checked daily for: 
o stability 
o broken pieces 
o insect, spider and / or snake infestation. 

¶ All playground equipment must be checked for the following: 
o Provision of safety rails on platforms and equipment over 1.5 metres high 
o It should not be possible to fall from any structure onto an object below 
o Provision of clear landing places at the base of slides, etc. 
o Timber top edges should be rounded, and logs checked for splinters 
o Ensure there are no projections on sliding surfaces 
o Bolts should be counter-sunk 
o Check all structures regularly for stability 
o Check equipment for wear and tear 

¶ All climbing equipment must have an Educator/Staff member supervising it when in use. 

¶ Any vertical railing in the Service is to be no more than eight centimetres apart. 

¶ All playground equipment must be used with the childôs ability in mind; e.g. it may be necessary to restrict 
younger children using certain climbing equipment. 

¶ Refer to recent safety standards when purchasing equipment, e.g. The Choice Guide to Baby Products, and 
where Australian Safety Standards approved items are available, these must be purchased in preference to 
others. 

¶ Display Emergency Exit procedures and complete quarterly drills. 

¶ Check Service fire extinguishers as per guidelines and instruct all Educator/Staff on their use. 

¶ Provide current information to Educators, Staff and families when required. 

 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
National Quality Standards 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
Choice www.choice.com.au Retrieved: October 2016 
Kidsafe Australia www.kidsafensw.org Retrieved: October 2016 
St John www.stjohn.org.au Retrieved: October 2016 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 

 

http://www.choice.com.au/
http://www.kidsafensw.org/
http://www.stjohn.org.au/


 

 

 

 

 

 

 
 
 
 
 

Action Plan on Dangerous Products 
 
Aim: To ensure all staff are made aware of how they should respond to accidents involving 
dangerous products. The response will ensure the person being treated will receive fast 
appropriate treatment. 
 
All the procedures following should be implemented by staff holding a current first aid 
certificate. 
 
Procedures to follow when responding to inhalation of fumes  

1. Get the person to fresh air quickly without placing yourself at risk. 
2. Open doors and windows wide, if safe to do so. 
3. Call the Poison Information Centre on 131126 
 

Procedures to follow when responding to swallowed poison 
1. Do not try to make the patient vomit 
2. Do not leave patient unattended. 
3. Take the container to the telephone or have telephone brought to you and the patient 
4. Call the Poison Information Centre on 131126 
 

Procedures to follow when responding to poison on the skin 
1. Flood the skin with cool running water 
2. Remove contaminated clothing, taking care to avoid contact with the poison. If possible wear 

gloves. 
3. Call the poison Information Centre on 131126 
 

Procedures to follow when responding to poison in the eye 
1. Flood the eye with water from a cup, jug or slowly running tap. 
2. Continue for 10-15 minutes, holding the eye lids open 
3. Call the Poison Information Centre on 131126 

 
All dangerous products will be labelled with immediate first aid directions, stored at least 1.5 metres from 
the ground or in a locked cupboard. The Material Safety Data Sheets (MSDS) will be stored in all rooms 
with  dangerous products, containing all relevant information of the product, action plans and first aid 
procedures. 

 
Policy formatted: October 2010 
Reviewed in: October 2011, October 2012, October 2013, October 2014, October 2015, October 2016 
To be reviewed October 2017 



References; Kids and Poison Fact sheet. The Sydney Childrenõs  Hospitals Network. (October 2016) 
Occupation Health and Safety risk assessment tools, www.workcover.nsw.gov.au (October 2016) 
http://www.schn.health.nsw.gov.au/parents-and-carers/fact-sheets/#cat31 (October 2016) 
 

 

 

 

 

 

 
Administration of First Aid Policy 

Aim 
 
The aim of Umina Kids Clubs is to ensure that all children and staff members are administered first aid by 
qualified first aiders in accordance with the Education and Care Services National Regulations 2015. 
 

Legislative Requirements 
 
Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
 

Who is affected by this policy? 
 
Educators 
Staff 
Families 
Child 
Management 
 

Implementation 
 
At all times that the Service is operating at least one Educator must be in attendance and immediately available 
who holds the following: 

¶ Current approved first aid qualification 

¶ Current approved anaphylaxis training 

¶ Current approved emergency asthma training 
 

Note: An educator can hold all three of these qualifications, or individually, but Educators need to be on the 
premises at all times, who hold these qualifications. The Service will ensure that their rosters meet these 
requirements, and they have contingency plans in place for Educators on leave or absent.  
The Service will keep a copy of Educators first aid qualifications and training in the Educators staff file. 
 
If and when first aid needs to be administered, to any child, only educators, with the above qualifications and 
training are to administer it in accordance with the Regulations. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 

 

Sources 
 
Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 

http://www.workcover.nsw.gov.au/
http://www.schn.health.nsw.gov.au/parents-and-carers/fact-sheets/#cat31


Guide to the National Quality Standards 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016    Date for next review: October 2017 

 
Animal Policy 
 

Aim 
 
The aim of Umina Kids Club is to provide a safe and hygienic environment, to protect children educators and 
staff against the risk of harm from an animal/pet kept at the Service. We will educate children in the proper care of 
the Serviceôs animals/pets. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
National Quality Standards 2013 
NSW Work Health and Safety Act 2013 
Work Health and Safety Regulations 2014 
 

Who is affected by this policy? 
 
Child 
Staff 
Educators 
Families 
Management 
 

Implementation 
 
Animals/pets kept at the Service will be regularly cleaned, fed, de-flea, wormed and vaccinated. 
 
Caged animals/pets will have their cages cleaned regularly. 
 
Pets/animals will not be allowed to contaminate the sandpit, or play area. In the event that the sandpit or play area 
is contaminated, educators/staff will remove sand or dirt from the area and dispose of accordingly. The area will 
then be cleaned as per Sand Pit Policy. 
 
Animals/Pets will never be kept near food preparation, food handling areas or sleeping areas. 
 
Hand washing will always be undertaken when handling animals/pets, by children as well as educators/staff. 
 
Childrenôs pets will be allowed in to the Service only when prior arrangements have been made with the Approved 
Provider/Nominated Supervisor. Parents must leave animals outside the gates when delivering or collecting their 
child. 
 
Educators/staff will closely supervise children when they are handling pets and animals, and will include within the 
childrenôs program how to correctly care for animals and pets. 
 



The Approved Provider/Nominated Supervisor will ensure that this policy in maintained and implemented 
at all times. 
 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
Guide to the National Quality Standard 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 
 

 
 
Anti Bias Policy 

Aim 
 
In conjunction with the Umina Kids Clubs Philosophy and Aims, the Service strives to respect and demonstrate 
awareness and appreciation for each individualôs uniqueness of background (including age, culture, religion, 
gender, special needs or socio-economic background and family structure). 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Anti Discrimination Act 1977 

Who is affected by this policy? 
 
Educator, Child, Staff, Families, Management 
 

Implementation 
In order to achieve this Educators/Staff will: 

¶ Aim to develop in the children, the ability to recognise bias and the confidence to challenge or address 
bias towards themselves and others.  This will also be supported by developing positive attitudes 
(appreciation) and respect for themselves and others regardless of similarities or differences. 

¶ Encourage appreciation of differences by using resource services, materials, books, posters in the 
environment, to help children explore and understand these differences and similarities.  This will include 
planned and spontaneous experiences. 

¶ Access resources and information to support delivery of anti bias concepts in the program, as well as 
attend training as required. 

¶ Review and reflect on practices and attitudes to ensure they match with philosophy, goals and aims. 

¶ Work with families to help share these attitudes and values and seek their contribution into policies and 
practices in the centre. 

¶ Ensure that any casual Educator/Staff is aware of these practices and reflect these values. 

¶ Respect the background of each individual in relation to gender, race, culture or religion. NB: Please see 
specific policies for gender, inclusion, additional needs and multiculturalism. 

The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2015 
Guide to the National Quality Standard 2013 
KU Childrenôs Services Inclusion Support  www.ku.com.au/inclusion-support/  Retrieved: October 2016 
Early Childhood Australia www.earlychildhoodaustralia.org.au Retrieved: October 2016 
Anti Discrimination Act 1977 
 

Review 

http://www.ku.com.au/inclusion-support/
http://www.earlychildhoodaustralia.org.au/


 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties.  
 
Reviewed: October 2016   Date for next review: October 2017 
 

 

 

 
Assessment and Rating under National Quality Standards Policy 
 

Aim 
 
At Umina Kids Club, as part of the National Quality Framework we will be assessed and rated against the 
National Quality Standards. Our aim is to achieve the highest possible rating level within the National Quality 
Rating and Assessment process. 
 

Legislative Requirements 
 
Education and Care Services National Regulations 2014 
Education and Care Services National Law Act 2010 
Guide to National Quality Standards 2011 
A New Tax System (Family Assistance) Act 1999 
 

Who is affected by this policy? 
 
Educators 
Staff 
Families 
Child 
Management 
Visitors 
 

Implementation 
 
Under the National Law  Umina Kids Club will be assessed and rated against the National Quality Standards as it 
is a key focus of the National Quality Framework to promote continuous quality improvement. 
 
There are five rating levels; 

1. Excellent ï Indicates that a service is excellent and is recognised as a service leader. 
 

2. Exceeds National Quality Standards - indicates that a service is exceeding the National Quality 
Standard.  
 

3. Meets National Quality Standard - indicates that a service is meeting the National Quality Standard 
 

4. Working towards National Quality Standard -  indicates that a service is working towards a National 
Quality Standard 

 
5. Significant Improvement Required ï indicates that a service is not meeting the National Quality 

Standard and that the regulator is working closely with the service to immediately improve its quality 
(otherwise the serviceôs approval to operate will be withdrawn. 
 

Quality Improvement Plan 



As part of the assessment and rating process the National Regulations require Umina Kids Club to have a 
quality improvement plan prepared which: 

¶ Includes an assessment by the services of the practices of the service against the National Quality 
Standards and the National Regulations; and 

¶ Identifies any areas that the  service considers may require improvement; and 

¶ Contains a statement of philosophy of the service. 
 
Approved Learning Frameworks 
The National Quality Standards are linked with national learning frameworks that recognise children learn from 
birth. Umina Kids club supports: 

¶ Belonging, Being and Becoming: The Early Years Learning Framework for Australia (óEarly Years 
Learning Frameworkô) 
 

This framework outlines practices to support and promote childrenôs learning at our centre. 
 
Regulatory Authorities as set out by the National Regulations must: 

¶ Review service information (compliance history, rating and assessment history) 

¶ Review a serviceôs current Quality Improvement Plan 

¶ Visit the service to observe practice 
 
Our Education and Care Service participates and values the Quality Improvement Planning and & the 
requirements of the National Regulations process of meeting the National Quality Standards.  

 
Meeting the National Quality Standards provides standards of quality practices for the day to day care provided in 
our Education and Care Service. The system also allows staff to continually improve practices by identifying the 
quality aspects of care the Education and Care Service is already providing and assisting the Education and Care 
Service in developing goals for further improvement through a ñQuality Improvement Planò. 
 
The Centre will ensure that staff and management are informed about current practices and requirements in the 
National Regulations in order to meet the National Quality Standards process by attending appropriate in-
service/training, accessing any other publications and information about the assessment and rating process.  
 
Educators and other staff will involve parents, families and management in each stage to seek their input and 
views into practices and care in our Education and Care Service ï this includes having parent input into policy 
reviews, parent meetings and providing updates via email and verbally about the Education and Care Services 
current stage in the process. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times.  
  

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to National Quality Standards 2013 
NSW Department of Education & Communities  
www.det.nsw.edu.au Retrieved: October 2016 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016  Date for next review: October 2017 
 

 

 

 

 

 

 

http://www.det.nsw.edu.au/


 

 

 

 

 

 

 

 

 
 
 
Asthma Policy 
 

Aim 
 
It is the aim of this Service that children with asthma are treated the same as other children and receives 
appropriate attention as required. We encourage play and exercise for children with asthma. Educators/Staff will 
convey a positive and accepting attitude to children with asthma to help them feel secure and confident. Staff will 

help children with asthma and other children to understand medication in a positive manner.  
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
 

Who is affected by this policy? 
 
Child 
Families 
Staff 
Management 
 

Implementation 
 
Approved Provider/Nominated Supervisor will: 

¶ Identify children with asthma during the enrolment process. 

¶ Provide families with a copy of the Asthma policy upon enrolment. 

¶ Provide staff with a copy of the Asthma policy. 

¶ Provide opportunity/encouragement for staff to attend regular asthma training. 

¶ Request a doctor completed Asthma Action Plan to all families of children with asthma on enrolment. 

¶ Ensure all Educators/Staff are informed of the children with Asthma in their care. 

¶ Encourage open communication between families & Educators/Staff. 

¶ Identify and where practicable, minimise asthma triggers. 
 
Educators/Staff will: 

¶ Ensure that they maintain current Asthma First Aid Training. 

¶ Ensure that they are aware of children in their care with Asthma 

¶ In consultation with the family, optimise the health and safety of each child through supervised 
management of the childôs asthma. 

¶ Ensure to only administer prescribed medication. 

¶ No medication prescribed for anyone other than a particular child will be given and all medication must be 
clearly marked with the childôs name. 

¶ Ensure that all regular prescribed asthma medication is administered in accordance with the information 
on Childôs Asthma Record.  



¶ Medication is to be administered (on a non-emergency basis) and is to be recorded accurately by the 
parent/guardian, in relation to time and dosage, and will be signed by a Educator/Staff member on its 
administration. 

¶ Promptly communicate, to management and families, if they are concerned about a childôs asthma limiting 
his/her ability to participate fully in all activities. 

¶ Provides families with details of the Asthma Foundation. 
o www.asthmafoundation.org.au 
o 1800 645 130 
 

Families will: 

¶ Inform Educators/Staff, either upon enrolment or on initial diagnosis, that their child has a history of 
asthma. 

¶ Provide all relevant information regarding the childôs asthma via the Asthma Record/Action Plan as 
provided by the childôs doctor. 

¶ Notify the Educators/Staff, in writing, of any changes to the Asthma Record/Action Plan during the year. 

¶ Ensure that their child has adequate supply of appropriate medication (reliever) and spacer device clearly 
labeled with the childôs name including expiry dates. 

¶ Communicate all relevant information and concerns to Educators/Staff as the need arises. 

¶ Parent/Guardian must give written authority for medication to be dispensed by filling in a Medication 
Form. If the Medication Form is not filled in, except in the case of an emergency, medication will not be 
administered on that day. 

¶ Do not leave medications in your childôs bag or locker. Give it directly to an Educator/Staff member. 
 
In the event of a child having an Asthma Attack whilst at the Service: 
 
1. The child will be comforted, reassured and placed in a quiet area under the direct supervision of a suitably 

experienced member of staff with First Aid and Asthma Training. 
2. Asthma medication will be administered as outlined in the childôs Asthma Record Form/Action Plan. 
3. The Parent/Guardian will be contacted by phone immediately if Educators/Staff become concerned about 

the childôs condition. 
4. In the event of a severe attack, the Ambulance Service will be contacted immediately and the 4 Step 

Asthma First Aid Plan will be implemented until the ambulance officers arrive. 
 
Storage of Asthma Medications: 
All asthma medications are stored in a locked box located in the Kitchen. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
Asthma Foundation  www.asthmafoundation.org.au Retrieved: October 2016 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
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Babysitting Policy. 
 
Aim: For the service to provide clear guidelines for the relationship between families of the service and 
employees entering into informal care arrangements outside of the service and the employees working 
hours. 
 
Following direction from our public liability insurance we need to make clear the status of liability for employees 
engaging in ñbabysittingò or informal care arrangements for families who have children enrolled at the centre.  
 
If the family meets the employee whilst or through using the centre for the formal care of their child, there is an 
ñimplied recommendationò that the employee is suitable and capable of caring for a child within the home and this 
makes the service liable for the employees actions outside of the workplace. 
 
This business is not going to make any inferences regarding the capabilities of employees outside of the service 
and as such if an employee chooses to engage in care arrangements they must do so as their own registered 
business and with their own insurances. 
 
If an employee knows a family before the family or the employee commence at this service then the inference is 
removed and they are free to create their own care arrangements. This is also the case for family members of 
employees. 
 
The service will not support any employee or family creating care arrangements due to their relationship within the 
service, hence a ñNo Babysittingò rule is applied for all employees not holding their own business ABN and 
insurance covering babysitting or óinformal careô. 
 
 
Policy formatted in: June 2012. 
Reviewed in: October 2013, October 2014, October 2015 and October 2016. 
To be reviewed in October 2017. 
Reference:  òChild Care Issuesó. Blog spot 2009/2012 retrieved June 2012. 
Sunshine Day Nursery Policy. Created April 2009 retrieved June 2012. 
 

 

 

 

 

 

 

 



 

 

 

 

 

 

 
 
 

 
Biting Policy 
 

Aim 

To inform and protect all Educators/Staff, relevant employees, visitors, families and children who interact with or 

use the Service, of the requirements regarding the prevention of biting and treating a bite from a child to another 

person accessing the centre.  

Legislative Requirements 

Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2011 

Who is affected by this policy? 

Children 

Families 

Staff 

Community 

Visitors  

 

Implementation 

It is important that all people involved in caring for young children need to recognise that at times, some children, 
for a variety of reasons, attempt to bite other children.  
 
There are a number of reasons that children may bite and some can be identified.  For example: 
 
Infants: Experimental, Sensory Pleasure, Teething 
Toddlers: Frustration, Fatigue, Attention Seeking, Confined Spaces 
Older Children: Aggression, Deliberate, Attention Seeking 
 
All Educators/Staff should be aware of and possess knowledge of the reasons why a child may bite, and the 
potential consequences of a child biting another individual. Educators/Staff need to implement strategies to 
minimise biting incidents. These strategies are based on the individual needs of each child.  
 
One must be aware that a human bite which breaks the skin brings a high risk of cross infection to the victim. As 
such, we strongly encourage families to keep their childôs immunisation up to date.  
 
When a bite does occur, Educators/Staff will: 
 

- Keep the names of the children involved confidential. 

- Check for broken skin. 

- Clean all bites, regardless of whether the skin is broken or not. 



- Apply a cold compress to the bitten area. 

- Staff will notify the families of the child who has bitten and the child that has been bitten as soon as 

possible 

- If the child who has bitten another, is known to be a carrier of an infectious disease, or can be seen to 

have facial herpes and the victimôs skin is broken, the Approved Provider or Nominated/Certified 

Supervisor will convey this information to the family.  

- Should the behaviour continue, Educators/Staff will work in conjunction with families and, if necessary, 

external agencies, to develop an Individual Service Plan (ISP), and behaviour guidance management 

strategies, to assist the child through this stage of their development.  

- Educators/Staff will complete an incident report for any occasion where a child bites and submit to the 

Nominated Supervisor/Approved Provider. 

- Monitor the behaviour of the child who has bitten and use distraction techniques to prevent the child from 

biting.  

 
We encourage families to discuss this policy with us upon enrolment, so they are aware of the strategies we 
implement should a child bite another child.  
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 

Sources 

Education and Care Services National Regulation 2014 

Education and Care Services National Law Act 2010 

National Quality Standards 2013 

NSW Work Health and Safety Act 2012 

Work Health and Safety Regulations 2011 

NSW WorkCover www.workcover.nsw.gov.au Retrieved: October 2016 

Raising Children Network Australia www.raisingchildren.net.au 

Review 

The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 

interested parties. 

Reviewed: October 2016    Date for next review: October 2017 
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Bottle Procedures Policy. 
 

Aim: For all staff to be aware of the dangers of heating bottles and to follow the recommended 
guidelines for bottle warning and administration. 
 
Staff should be aware that heating bottles in a microwave is not ideal, however, due to there being many 
times during the day when more than one baby requires a bottle and bottles need to be heated on 
demand, this is the option we will be using. While a bottle warmer or jugs of hot water may be a more 
consistent way of heating, it is also more time consuming and would require many appliances with cords, 
or jugs of hot water to be in the room. This was reviewed and considered to be unsafe on many levels 
around very young children and we chose to eliminate the hazards of multiple electrical cords and jugs of 
hot water and selected to use the currently placed microwave for heating babiesô bottles at times of high 
demand ï so unless there are large quantities of bottles to be heated at one time, the Bottle Warmer WILL 
be used.  
 
Parents are responsible for preparing and CLEARLY labelling their childôs bottles and placing them into the 
fridge when they arrive. 
 
As bottle heating in a microwave also has risks, this policy is to set clear guidelines for how to heat and 
check a bottle. 
 
When preparing bottles, the staff will put on gloves and remove the bottle, prepared at home, from the 
fridge in the room. The lid and teat of the bottle will be removed and the bottle will be checked to ensure it 
is microwave safe. Bottles left out of the fridge will not be heated or given to children. 
 
For a bottle of 120mls, use the high setting for 30 seconds. 
For a bottle of 240mls, use the high setting for 45 seconds. 
Do not heat for any longer than these specific time frames. 
 
Before giving a child a drink from the bottle, place the teat and lid back on top and invert the bottle at least 
10 times. Remove the lid and place several drops on the inside of the arm to check the temperature of the 
formula. 
 
Bottles will only be heated once and any remaining cowôs milk or  formula will be discarded and the bottle 
rinsed. 
 
Parents who breast feed will be encouraged to come to the centre and feed their baby. If a parent chooses 
to bring expressed breast milk, this will be heated singularly in a container of hot water or a bottle warmer. 
Parents should transport breast milk to the centre in an esky or bag with a cooler block and placed 
immediately at the BACK of the fridge. 
 



Breast milk can be warmed from frozen or fridge temperature and can be stored in the fridge after warming 
for up to 4 hours. After this time it must be used or discarded. 
 
Breast milk will be checked on the inside of the arm after warming and before giving to a child to ensure it 
is not too hot. 
 
No bottles will be kept in the fridge from one day to the next. 
 
Awareness of plastics and BPA chemicals in bottles: 

¶ BPA is short for bisphenol-a, a chemical that is an artificial estrogen used to create the plastic 
called polycarbonate, found in some bottles, food storage containers and toys. Researchers have 
shown BPA can be harmful to babies and young children and may have adverse health affects. 

¶ How to choose BPA free baby bottles, check the websites listed below as brands are all currently 
changing their bottles productions because of this information and are updated/ changed very 
regularly. Websites to check include: 

www.safemama.com www.happybaby.com.au/bpa-free.php  
www.closertonaturebaby.com.au/support/faqs/bpa-free/ 

We are not stating you should purchase from these sites, however they provide valuable information 
for making informed decisions.  

 
Policy formatted in: October 2010 
Reviewed in: October 2011, October 2012, October 2013, October 2014, October 2015 and October 
2016. 
To be reviewed in: October 2017 
 
References:  
Food Standards Australia and New Zealand, 2014 
http://www.foodstandards.gov.au/consumer/chemicals/bpa/pages/regulationandmonitor5377.aspx 
Guidelines for Food and Nutrition Policy in Child Care Centres, 2007 
Parenting and Child Health, 2008. 
ôThe bisphenol-A debateõ (September 2010) 
Storage and handling of breast milk Sept 2010) 
The soft landing baby blog. (Sept 2010) 
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Building / Structural Damage Procedure 
 
Aim: To ensure staff are aware of procedures to follow in the event of structural damage to 
the building. 
 

¶ Evacuate the children and staff the same as the fire evacuation procedure if danger is 
imminent 

Á Eg.  Structure is unsafe and could fall 

¶ Exposed wires 

¶ Burst water pipes / flooding 
 

¶ Follow the community evacuation plan for situations where the surrounding area is also 
unsafe ï eg. Gas leak, flood. 

 

¶ If a child is hurt due to accident, administer First Aid and call an ambulance if necessary. 
 

¶ Call relevant emergency service 
 

Á State Emergency Services  132500 
Á Electrical Emergency   132604 
Á Water Department   4904 2500or 43258401 or 43258388 
Á Fire     000 
Á Ambulance    000 

 

¶ After all procedures are completed and the situation is under control all details must be 
documented and given to the Director which will be passed on to the Licensee.  

 

¶ Parents must be notified as soon as they collect their children or sooner if it is necessary to 
collect their child immediately. 

 
 
Policy Formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2014, 
October 2015 and October 2016. 
        
To be reviewed in October 2017. 



References: Workplace Health and Safety risk assessment tools, 
www.workcover.nsw.gov.au  
 

 

 

 

 

 

 
 
 
Bush Fire Policy 
 

Aim 
 
 Umina Kids Clubs aim is to have procedures in place for dealing with emergency situations or critical incidents 
that may arise at the Service, thereby ensuring the health and safety of all persons in, at or near the centre. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Work Health and Safety Act 2011 
Work Health and Safety Regulations 2011 
 

Who is affected by this policy? 
 
Child 
Staff 
Families 
Visitors 
Management 
 

Implementation 
 
Ring 000 if immediate threat of fire to Service. 
 
Ring Fire Brigade for information 132500 Emergency services 
 
Evacuate Service if advised by State Emergency Services. 
 
If there is plenty of time to evacuate before the threat of fire, the Approved Provider/Nominated 
Supervisor will notify parents to collect their children. If evacuation is necessary, the Approved 
Provider/Nominated Supervisor will notify police as to where the staff and children are evacuating. Take 
roll, contact phone numbers. Advise police of mobile phone number. Take portable first aid kit, portable 
radio and drinking water. 
  
Safety measures for the Services Building: To be completed by additional persons, eg service licensee, not by 
contact educators. 
 
ü Stuff downpipes and fill gutters with water. 
ü Turn off electricity. 
ü Hose outside of building. 
ü Douse nearby shrubs and grass with water. 
ü Have a radio and fresh batteries. 
ü Have a torch with fresh batteries. 
ü Have a portable first aid kit. 

http://www.workcover.nsw.gov.au/


ü Close all doors. 
ü Listen to the radio. 
 
Place children under tables with wet blankets on top and down sides of tables and remain there until fire has 
passed. 
 
Remain calm and comfort any child showing signs of distress. After assisting children under the shelter, one staff 
member to check building to be sure all children are sheltered. 
 
The Approved Provider/ Nominated Supervisor will ensure that this policy in maintained and implemented 
at all times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
Guide to the National Quality Standard 2013 
www.rfs.nsw.gov.au October 2014 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
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Celebrations Policy. 
 
Aim: For the centre to show an awareness of the many significant cultural and religious 
traditions and events that are celebrated by our families, our wider community and across 
the world.  
 
We would like to recognise the family traditions, values, beliefs and celebrations that are upheld by 
our enrolled families and the community within which these children live. We understand and 
respect that Australia is a population of culturally, linguistically and religiously diverse people. We 
believe that each family has the right to see their own beliefs, religious or cultural, valued within our 
service. We understand that at times we may have families with very opposing views and at these 
times each family will be given the choice of experiences they would like to see offered to their 
child. 
 
Celebrations are a part of life and every culture has its own significant dates to celebrate weather 
they are religious, historical, national or festival based. We promote the engagement of children in 
celebrations relating to many social and cultural festivals throughout the year. We view these 
celebrations as a great way to embrace diversity of all cultures. 
 
We outline the purpose for including celebrations within the service as a way for children to 
recognise values associated with different times of the year, religions and cultures. They are 
gaining messages about what our society seeôs as valuable. 
 
Celebrating major festivals fosters positive attitudes towards self and pride in cultural identity. It 
promotes respect for others and a desire to learn more about other cultures and belief systems. It 
promotes the idea that we all have similarities and differences and that is something to be 
celebrated in itself. 
 
The centre will not be teaching or enforcing the values of any one religion or culture, we do 
however view these times of celebrations as a way of maintaining consistency between childrenôs 
lives both within and outside the service. For this reason each families view is encouraged and 
recognised within the program of experiences. The programmed experiences will avoid tokenistic 
activities and focus on meaning and relevance to the children within the centre. 
 
Birthdays are celebrated within the centre and families are welcome to celebrate this event with 
their child. If a family does not celebrate birthdays their child will not be forced to engage in this 



experience and suitable arrangements such as some time in a different care group will be offered 
to these children.  
 
Christmas and Easter are also celebrated in the centre. At these times of the year we encourage 
each family to share how they celebrate. We do not focus on the religious aspects of these 
occasions, however families are welcome to share their views in their experiences EG: Families 
may have a tradition of going to Christmas Church, they may have a tradition of putting up the 
Christmas tree, they may enjoy an Easter egg hunt with friends of they may choose to recognise 
Passover. All families traditions will be shared but not taught. 
 
No bias or exclusion will be tolerated towards any family who may have a differing view to the 
majority.  
 
The staff will endeavour to research and engage with families who bring a new perspective to the 
service as soon as possible to develop a respectful and personal way of welcoming their values 
into the centre. 
 
The centre will also endeavour to include many celebrations from around the world that allow new 
learning opportunities for the children even if they are not directly reflected within the service eg: 
Chinese New Year, Harmony day, Greek Easter. This is to allow the children to develop a respect 
for all cultures and to offer experiences that highlight the celebrations of others in an informative 
and sensitive manner. 
 
The centre will not force any child or family to undertake the beliefs of another and each will be 
respected for their own choices. 
 
Policy Formatted in: October 2011 
Reviewed in: October 2012, October 2013, October 2014, October 2015 and October 2016 
To be reviewed in October 2017 
References: Becoming Culturally Competent, NQS Professional Learning Program article, 2014; Ethnic 
Child Care Family and Community Services Co-operative Limited òCelebrationsó article 2008. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 



 

 

 

 

 

 

 

 

 

 

 

 
Checking the Premises for Children at the End of the Day Policy 
 

Aim 
 
To ensure that all children have left the service at the end of the day, and that no children remain on the premises. 
 

Legislative Requirements 
 
Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2011 
 

Who is affected by this policy? 
 
Children 
Families 
Staff 
 

Implementation 
 
The Approved Provider/Nominated Supervisor will ensure that at the end of each day all sleeping areas of the 
premises, including indoors and outdoors, are thoroughly checked by 2 primary contact staff to ensure that no 
child remains on the premises after the service closes for the day. 
 
The following procedure will occur at all times: 
 
Two Primary Contact staff will: 
 

¶ Check the sign in/out sheets to see if all children have been signed out. 

¶ Contact all parents of children who have not signed out to ensure they are aware of where their child is. 

¶ Thoroughly check all beds/cots and all areas of the premises, indoor and outdoor. 

¶ Sign the bottom of the sign in/out sheet to confirm that all children have left the premises. 

¶ If a child has not been picked up refer to ñUncollected Child Policy and Procedureò.  
 

The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 
Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 



National Quality Standards 2013 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
Reviewed: October 2016     Date for next review: October 2017 

 

 

 

 
 
 
 
 

Child Development Action Plan 
 

~ To be used when staff feel further investigation of childrenôs development is required. 
 

1. Discuss the childôs development with the staff working directly with the child. Support discussion 
with developmental records. 

2. Discuss various avenues that could be taken. 
3. Identify support people that could be used. 
4. Complete a ñChild Development Action Planò and review with the director. 
5. Meet with the childôs parents to discuss the plan. 
6. If necessary ask parents to sign forms to enable us to contact support people or provide parents 
with the childôs developmental records to take to support people. 

7. Contact support people to make arrangements for support or follow up from initial visit. 
8. Meet with parents and or support people to discuss ideas and short term goals. 
9. Evaluate short term goals with parents. 
10. Continue steps 8 and 9. 

 
Reference: Guide to the National Quality Standard 2013. 
KU IPSP Information sessions. July/August 2006. 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 
Child Health Policy 
 

Aim 
 
The Approved Provider of  Umina Kids Club aims to ensure that the Nominated Supervisor and all staff members of, 
and volunteers at, the Service implement adequate health and hygiene practices. The Service aims to promote a 
healthy environment in which children will grow and learn about the world around them. Educators/staff will actively 
support children to learn hygiene practices (including hand washing, coughing, sneezing, dental care and ear care). 
The application of preventative measures through an infection control process aims to prevent the spread of infections 
and will be followed by all people in the Education and Care Service at all times. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
National Quality Standards 2011 
Work Health and Safety Act 2011 
Work Health and Safety Regulations 2011 
 

Who is affected by this policy? 
 
Child 
Staff 
Families 
Management 
 

Implementation 
 
Hygiene 

¶ Hand washing is considered to be the most effective way of controlling infection in the Service. Educators, staff 
and children should wash their hands: 

- When arriving at the Service to reduce the introduction of germs. 
- Before and after all cleaning tasks. 
- Before and after handling and preparing food and eating. 
- After all dirty tasks e.g. nappy changing, toileting, cleaning up faeces, vomit or blood, wiping a nose, playing 

outside, handling animals. 
- After removing gloves. 
- Before and after giving a child medication. 
- After giving first aid. 
- Before going home to prevent taking germs home. 

¶ Nappy changing will be done only in the nappy change area which will be properly stocked with paper towels, 
wipes, plastic bags, fresh nappies, clean clothes, rubbish bin with a sealed lid lined with plastic bag. The procedure 
for nappy changing will be displayed in the nappy change area.  

¶ The Service uses disposable nappies. 

¶ The laundry area includes a washing machine with hot & cold water supply for the laundering of soiled clothes, 
and linen.  



¶ The laundering of soiled clothes, and linen is laundered away from the premises; soiled laundry is hygienically 
stored, until such a time as it is removed from the premises to be laundered at home. It will be stored in the 
laundry away from the childôs personal belongings until it is collected. It will be discarded within 10 days if not 
collected. 

¶ The Service will ensure that toilets and hand washing facilities are easily accessible to children.  Children will be 
encouraged to flush toilets and wash hands after use. 

¶ Educators/Staff will use separate cloths or tissues to wipe different children's faces and noses.  Tissues will be 
disposed of immediately after wiping a child's nose. 

¶ Each child 2-5 years will have their own bedding which will be supplied by the family. 

¶ Each child 0-2 years will have their own bedding, which is supplied by the Service and when used by one 
child, is washed before it is used by another child.  

¶ The Service will wash mouthed toys daily using warm water and soap or the commercial dishwasher, and 
dried in the sun, rotate toys to allow for washing and use individual toy bags for babies, clean books by wiping 
with moist cloth and drying, clean storage areas weekly. 

¶ Surfaces will be cleaned after each activity and all surfaces cleaned thoroughly daily.  Floor in the babies and 
toddlers rooms will be washed each day.  Areas contaminated with body fluids will be disinfected.  

¶ Each child will be provided with their own drinking and eating utensils at each mealtime. These utensils will be 
washed after each use. Educators/staff will encourage children not to use drinking or eating utensils which 
have been used by another child or dropped on the floor. 

¶ Educators/staff will ensure that children do not eat food that has been handled by another child or that 
has been dropped on the floor. 

¶ Food will be prepared; kept and served hygienically. 

¶ Food preparation facilities will be maintained according to Education and Care Services National Regulation 
2014. 

¶ The Education and Care Service will ensure it meets all requirements for a food handling premises in 
accordance with the FSANZ Food Safety Code, consistent with advice provided by families about their childôs 
dietary requirements, likes, dislikes, cultural or other requirements families have regarding their childôs 
nutrition. 

¶ The rules of hygiene and dental care will be included in the child's program and educators/staff will initiate 
discussion about these subjects with groups and individual children at appropriate times. 

¶ Educators/staff will engage children in experiences, conversations and routines that promote relaxed and 
enjoyable mealtimes and promote healthy lifestyles and good nutrition 

¶ Information on hygiene and dental care principles and practices will be displayed in the reception area / 
provided through newsletters and drawn to the attention of all parents on a regular basis. 

¶ No alcohol, tobacco or unlawful substances will be consumed on the premises of the Service at any time. 

¶ No smoking of any substance on any part of the Service at any time. 
 

The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at 
all times. 

 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
National Quality Standards 2013 
Australian Government Guidelines: Get Up and Grow: Healthy Eating and Physical Activity for Early 
Childhood 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
Food Standards Australia New Zealand: October 20142 
Better Health Channel www.betterhealth.vic.gov.au Retrieved: October 2016 
Staying Healthy in Childcare, 5

th
 Edition (2012). 

 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 

 

http://www.betterhealth.vic.gov.au/


 

 

 

 

 

 

 

 

 

 

 
Child Orientation Policy 
 

Aim 
 
At Umina Kids Club we believe orientation is an important process where educators are able to gain important 
information about the new childôs needs and those of the family.  This process helps to make the transition from 
home to the Education and Care Service as smooth as possible with the aim to maintain continuity between home 
and the Service, which helps the child adjust to the new setting. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
National Quality Standards 2013 
 

Who is affected by this policy? 
 
Child 
Staff 
Family 
Management 
 

Implementation 
 
Our Service provides an orientation process for new children and families to familiarise themselves with the daily 
routine and activities, of the Service, and for the parents to reassure themselves that most of the children do settle 
in quickly to their new environment.  
 
The Director will arrange for the new child to attend the Service (together with parent/s or guardian/s) to visit and 
meet the educators/staff, and familiarise with the environment.  The children may participate in the activities if they 
so desire. A number of young children prefer to just watch, rather than participate. Positive interactions at this time 
(between parents, educators/staff and the child) are important for the child to build positive attitudes to the Service 
environment. Educators/staff are aware that some children respond to new experiences faster than others and will 
adapt to each individual childôs situation. 
 
At this time, the daily program and routine will be discussed, as well as routines and any special requirements for 
the child that may need to be accommodated. Parents/Guardians will also be encouraged to send any special 
comfort items (teddy etc) to help the child in the initial settling in period. Parents/Guardians will also be invited to 
ring and check on their child at any time if there are any concerns. 
 
Part of this orientation visit is also to explain/collect the required documentation for the child (enrolment form, 
immunisation status/record and Medicare number). Educators/staff will also explain fee payment and 



communication, (daily reflections, emails etc), what the child will need, the importance of labeling personal items 
and also shown the parent library where they can access the centre policies and other resources. 
 
Staff will discuss how best to tailor the childôs settling in period ï with some parents choosing to gradually build up 
to a full day so the child is reassured that the parents will return to collect them.  Educators/staff will encourage 
parents to say goodbye when dropping off ï and be reassured that if the child remains distressed over a period of 
time, that educators/staff will contact them.  Parents are able to stay as long as needed to reassure their child, but 
sometimes itôs easier for the educators/staff to settle the child on arrival, and for the parents to come earlier on 
collection to spend time with their child ï rather than do this at drop off time. 
 
Parents will be kept informed about how their child is settling in on collection and are welcome to discuss any 
aspects with the educators/staff/director at a convenient time. 
 
Information on the Serviceôs child orientation policy will be available in different languages when required. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
National Quality Standards 2013 
 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 
 

 
Child Protection Policy 
 

Aim 
 
Australia is a signatory to the United Nations Convention on the Rights of the Child (1989) and many of the principles 
within the Convention are embedded within child protection legislation. Whilst Parents and Educators/Staff are 
responsible for the safety and welfare of children in their care, protecting children and young people from abuse and 
neglect is the responsibility of the whole community. 
 
Educators/staff at this service believe they have a responsibility to all children attending the Service to defend their 
right to care and protection. To support this right, the Service will follow the procedures covered within this policy, 
when dealing with any reportable allegations, to ensure the protection of all children attending the Education and Care 
Service. Approved Providers, Nominated Supervisors, Educators, and Staff Members are aware of their 
responsibilities to respond to every child at risk of abuse or neglect. 
 
The Service believes it also has a responsibility to its employees to defend their right to confidentiality unless 
allegations against them are substantiated. The Education and Care Service will ensure all groups affected by this 
policy, are aware of the roles and responsibilities that the Education and Care Service has in relation to Child 
Protection. 
 
The Education and Care Service will implement preventative procedures which protect and educate Children, 
Educators, Staff, Parents, and Community Members. 
 
The Education and Care Service will ensure that all requirements of Child Protection Legislation are being met. 
 
Under the Children and Young Persons (Care and Protection) Act 1998 there are provisions where Education and 
Care Service staff, have child protection concerns about a child/ren. Education and Care Services play an 
important role in recognising and reporting child abuse and neglect, and in promoting the safety, welfare and well 
being of children. This legislation states that all people who hold a management position, or who are employees 
delivering Education and Care Services, are legally obliged to report any reasonable grounds to suspect that a 
child is at significant risk of harm.  
 
This means that if you work in an Education and Care Service you are a mandatory reporter. It also includes 
those involved in the management of an Education and Care Service. 
 
 

Legislative Requirements 
 
Children and Young Persons (Care and Protection) Act 1998 (NSW) 
The Ombudsmanôs Act 1974  
Commission for Children and Young People Act 1998 (NSW) 
Child Protection (Prohibited Employment) Act 1998 
Child Protection (Offenders Registration) Act 2000 (NSW) 
Crimes Act 1900 
Family Law Act 1975 (Cth) 
Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 



National Quality Standards 2013 
United Nations Convention on the Rights of the Child (1989) 
Children Legislation Amendment (Wood Inquiry Recommendations) Act 2009 No 13 

 

 

Who is affected by this policy? 
 
Parents 
Children 
Educators 
Management 
Volunteers 
Students 
Ancillary Staff 
Service Visitors 
General Community 
 

Responsibilities 
 
Education and Care Services Staff 
 

¶ Report any case where a child is suspected to be at risk of significant harm to call the Child Protection 
Helpline  
 133 627. 

¶ Promote the safety, welfare and well-being of children and young people at your service. 

¶ Where concerns of harm do not meet the significant harm threshold, be aware of referring agencies for 
families. 

¶ Be aware of the Mandatory Reporter Guide. 

¶ Assist in supporting children and families in partnership with NSW Government Human Services 
Community  Services and other government agencies. 
 
It is important to remember that all employees, members of staff and Educators (and Approved Provider) are 
mandatory reporters for NSW Government Human Services Community Services. The Education and Care 
Service procedure states that reports regarding a child at risk of significant harm are to be made by the 
Nominated Supervisor or Approved Provider. However, if the Nominated Supervisor or Approved Provider 
has not made a report to the Child Protection Hotline, you (Staff Member) continue to be legally responsible 
to do so. 
 
It is the responsibility of the person suspecting the risk of child protection to ensure that a report is made. 

 
Education and Care Services Employer 
 

¶ Ensure that all employees, members of staff or Educators are: 
- clear about their roles and responsibilities under current Acts and Regulations. 
- aware of their obligations to immediately report to the Child Protection Hotline a child that they 
suspect is at risk of significant harm, and procedures for reporting. 
- Aware of indicators when a child may be at risk of harm of significant harm. 

¶ Provide training and development for all employees, members of staff or Educators in the recognition and 
reporting of suspected risk of harm. 

¶ Provide reporting procedures and professional standards for care and protection work generally. 

¶ Conduct the Working with Children Check. 

¶ Report to the NSW Ombudsman, any reportable allegations and convictions made against an employee,  
volunteer or student and ensure that they are investigated by the Head of Agency, with the appropriate 
action to be taken in relation to finding. 

¶ Notify the Commission for Children and Young People details of employees, members of staff or Educators 
against whom relevant disciplinary proceedings have been completed, or of persons whose employment 
has been rejected primarily because of a risk identified in employment screening processes. 

¶ Enable employees, members of staff or Educators access to Acts, Regulations and procedures where this 
is necessary for them to fulfill their obligations. 



Other Agencies  

 
In dealing with Child Protection in Education and Care Services it may be necessary to work with other 
agencies, these agencies also have responsibilities ï these responsibilities are; 

 
Child Protection Helpline 133 627 

¶ Receive and assess reports of children who are at risk of significant harm. 

¶ Investigate and assess reports where there is a likelihood of risk of significant harm to the child or a class of 
children. 

¶ In cases involving child sexual abuse or serious physical abuse, plan, conduct and manage, with Police 
(and NSW Health where a medical examination and/or counseling or support are needed), joint 
investigation, through Joint Investigation Response Teams (JIRT). 

¶ Provide, arrange and request care and / or support services for children and families. 

¶ Informs reporting agencies of the progress and outcomes of assessments and investigations as permitted 
by law, and as appropriate. 

 

Child Wellbeing Unit 

¶ To help and identify whether a case meets the new threshold of risk of significant harm 

NSW Ombudsmanôs Office 

¶ Monitors the investigation of and in some cases investigates reportable allegations made against 
employees in government and non-government agencies, such as Education and Care services. 

¶ The Ombudsman must be notified of all allegations of abuse or neglect of a child by one of the employees. 

¶ For the purposes of the Ombudsmanôs legislation an employee includes someone who is helping out as a 
volunteer. 

The Commission for Children and Young People 

¶    Monitors trends and makes recommendations to government and non-government agencies on 
legislation, policies, practices and services affection young children. 

¶    Provides guidelines relating to employment screening for child related employment and maintains 
database of relevant disciplinary proceedings. 

 

Implementation 
¶ Strategies for creating a child protective environment will be adopted and followed at the Centre. 

¶ Employer and employee responsibilities in relation to reportable allegations are included in staff handbooks.  
These responsibilities are highlighted to new staff members at their induction. (Refer to information sheet on 
ñNotification of those involved in Education and Care Servicesò ïin this policy). 

¶ Staff members will be encouraged to attend training on child protection. 

¶ Any reportable allegations in respect of a child attending the Education and Care Service made against the 
head of agency or a staff member must be reported to the Ombudsman Office within 30 days after the day on 
which the allegation was made.  

Indicators of Abuse 
There are many indicators of child abuse and neglect. The following is a guide only. One indicator on its own may 
not imply abuse or neglect. Each indicator needs to be considered in the context of other indicators and the childôs 
circumstances. 

General indicators of abuse and neglect 
¶ marked delay between injury and seeking medical assistance 

¶ history of injury 

¶ the child gives some indication that the injury did not occur as stated 

¶ the child tells you someone has hurt him/her 

¶ the child tells you about someone he/she knows who has been hurt 

¶ someone (relative, friend, acquaintance, sibling) tells you that the child may have been abused 
 
Indicators of Neglect in children 



 

¶ poor standard of hygiene leading to social isolation 

¶ scavenging or stealing food 

¶ extreme longing for adult affection 

¶ lacking a sense of genuine interaction with others 

¶ acute separation anxiety 

¶ self comforting behaviors, e.g. rocking, sucking 

¶ delay in development milestones 

¶ untreated physical problems 
 
Indicators of Neglect in parents and caregivers 
 

¶ failure to provide adequate food, shelter, clothing, medical attention, hygiene or leaving the child 
inappropriately without supervision 

¶ inability to respond emotionally to the child 

¶ child abandonment 

¶ depriving or withholding physical contact 

¶ failure to provide psychological nurturing 

¶ treating one child differently to the others 
 
Indicators of Physical Abuse in children 

¶ facial, head and neck bruising 

¶ lacerations and welts 

¶ explanations are not consistent with injury 

¶ bruising or marks that may show the shape of an object 

¶ bite marks or scratches 

¶ multiple injuries or bruises 

¶ ingestion of poisonous substances, alcohol or drugs 

¶ sprains, twists, dislocations 

¶ bone fractures 

¶ burns and scalds 
 
Indicators of Physical Abuse in parents and caregivers 

¶ direct admissions from parents about fear of hurting their children 

¶ family history of violence 

¶ history of their own maltreatment as a child 

¶ repeated visits for medical assistance 
 

Indicators of Emotional Abuse in children 

¶ feeling of worthlessness about them 

¶ inability to value others 

¶ lack of trust in people and expectations 

¶ extreme attention seeking behaviors 

¶ other behavioral disorders (disruptiveness, aggressiveness, bullying) 
 
Indicators of Emotional Abuse in parents and caregivers 

¶ constant criticism, belittling, teasing of a child or ignoring or withholding praise and affection 

¶ excessive or unreasonable demands 

¶ persistent hostility, severe verbal abuse, rejection and scapegoating 

¶ belief that a particular child is bad or ñevilò 

¶ using inappropriate physical or social isolation as punishment 

¶ exposure to domestic violence 
 
Indicators of Sexual Abuse in children 

¶ they describe sexual acts 

¶ direct or indirect disclosures 

¶ age inappropriate behaviour and/or persistent sexual behaviour 

¶ self destructive behaviour 

¶ regression in development achievements 

¶ child being in contact with a suspected or know perpetrator of sexual assault 

¶ bleeding from the vagina or anus 

¶ injuries such as tears to the genitalia 



 
Indicators of Sexual Abuse in parents, caregivers of anyone else associated with the child 

¶ exposing the child to sexual behaviours of others 

¶ suspected of or charged with child sexual abuse 

¶ inappropriate jealousy regarding age appropriate development of independence from the family 

¶ coercing the child to engage in sexual behaviour with other children 

¶ verbal threats of sexual abuse 

¶ exposing the child to pornography 
 
Indicators of Domestic Violence in children 

¶ show aggressive behaviour 

¶ develop phobias & insomnia 

¶ experience anxiety 

¶ show systems of depression 

¶ have diminished self esteem 

¶ demonstrate poor academic performance and problem solving skills 

¶ have reduced social competence skills including low levels of empathy 

¶ show emotional distress 

¶ have physical complaints 
 

What constitutes risk of significant harm? 
A child or young person is at risk of significant harm if the circumstances that are causing concern for the safety, 
welfare or well being of the child or young person are present to a significant state. 
 
This means the concern is sufficiently serious to warrant a response by a statutory authority (such as NSW Police 
Force or Community Services) irrespective of a familyôs consent. 
 
What is significant is not minor or trivial and my reasonably be expected to produce a substantial and 
demonstrably adverse impact on the child or young personôs safety, welfare or wellbeing, or in the case of an 
unborn, after the childôs birth. 
 
The significance can result from a single act or omission or an accumulation of these. 
 

Concerns donôt meet the Risk of Significant Harm Threshold. 
Where concerns of harm do not meet the significant harm threshold, the centre should offer and coordinate 
assistance or make a referral to other services, using normal referral networks. Services may also be located 
through the Family Referral Services or through Human Services Net (HSNet) ServiceLink. 
 
The consent of the family should be sought before making referrals.  

Suspecting a Child is at Risk of Significant Harm 
Staff are to access the Mandatory Reporters Guide (www.keepthemsafe.nsw.gov.au) to decide if any if the 
following conditions are present to a significant risk of harm: 

¶ Physical abuse 

¶ Neglect 
o Supervision 
o Physical shelter/environment 
o Food 
o Medical care 
o Mental health care 
o Education 

¶ Sexual abuse 

¶ Problematic sexual behavior 

¶ Psychological harm 

¶ Relinquishing care 

¶ Carer concerns 
o Parent/carer substance abuse 
o Parent/carer mental health 
o Parent/carer domestic violence 

¶ Unborn child 
 

http://www.keepthemsafe.nsw.gov.au/


If a staff member has reasonable grounds to suspect risk of significant harm, they are to use the Mandatory 
Reporter Guide to assess whether their concerns meet the threshold of risk of significant harm. 
 
If there is an immediate danger to the child the Police and/or the Child Protection Hotline should be 
contacted directly. 
 
Reasonable grounds refers to the need to have an objective basis for suspecting that a child or young person may 
be at risk of significant harm based on: 

¶ First hand observation of the child, young person or family 

¶ What the child, young person, parent or other person has disclosed 

¶ What can be reasonably inferred based on professional training and/ or experience. 
 
When the use of the Mandatory Reporter Guide advises risk of significant harm, mandatory reporter must make a 
report to the Child Protection Helpline.  

Documentation 
It is essential that the centre maintains well kept records to prepare and support its ability to make a report to 
Child Protection Helpline. Ensure that you have procedures that outline the purpose and format of record keeping, 
the retention of records for appropriate periods and the procedure for making a report. 
 
When notifying the Child Protection Helpline it is important to have as much information as possible available to 
give to the Helpline. 
 
The helpline will ask for the following information; 
 
Childôs Information 

¶ Name of the child or young person (or alias) or other means of identifying them 

¶ Age and date of birth (or approximation) 

¶ If the child is Indigenous 

¶ Cultural background of the child, language spoken, religion and other cultural factors 

¶ Name, age of other household children or young people 

¶ Address of child and family 

¶ If the child has a disability ï nature/type, severity, impact on functioning 

¶ Is the child/young person subject of an Apprehended Violence Order? 

¶ Is the child or young person under the care of the minister or residing in out-of-home care? 
Family information 

¶ Name, age of parents/carer and household adults 

¶ Home and/or mobile phone number 

¶ Cultural background of parents, languages spoken, religion and other cultural factors 

¶ Information about parental risk factors and how they link to childôs risk of harm 

¶ Domestic violence 

¶ Alcohol or other drug misuse 

¶ Unmanaged mental health 

¶ Intellectual or other disability 

¶ Protective factors and family strengths 

¶ Non-offending carersô capacity to protect child 

¶ Any previous suspicious death of a child or young person in the household? 

¶ Is the carer/parent pregnant? 

¶ Is the parent/carer subject of an Apprehended Violence order? 

¶ Description of the family structure. 

¶ Name, age, gender of siblings. Do siblings live with the child or young person? 
Reporters Details 

¶ Name, centre name, address, phone and email details 

¶ Position 

¶ Reasons for reporting today 

¶ Nature of contact with child or family 

¶ Nature of ongoing role with child or family (include frequency, duration and type) 

¶ If report is being made by someone else in the agency, name of the agency worker who sourced the 
report 

Other information 

¶ If parent knows of the report and their response 

¶ If child or young person knows about the report and their views 



¶ Information related to worker safety issues 

¶ Outcome of mandatory reporters guide 
Once a report is made to the Child Protection Helpline no further report needs to be made unless new 
information comes to hand. 

Notification of Abuse 
 
When a mandatory reporter has responsible suspicion of abuse they need to contact the Helpline and provide 
them with the necessary details. It is advisable to have all documentation needed available at the time of the call 
to ensure that all information can be given at once. 
 
Before making a report, mandatory reporters should consult the Mandatory Reporters Guide to assess whether a 
child or young person is at risk of significant harm. 
 
The Child Protection Helpline phone number for mandatory reporters is 

 

133627 
 
It is important that when making a notification that the notifier asks the following questions in relation to 
notification; 
 

¶ Name of person at Helpline who you spoke to. 

¶ What the next step in the process is to be. 

¶ What confirmation will be sent to confirm the report has been made. 

¶ Is there any further action you as the notifier need to take? 

Notification of those involved in Education and Care Services 
 

A situation may arise where someone involved in the provision of care for children in an Education and Care 
Service has witnessed, or has suspicion of another person involved in the provision of care for children in an 
Education and Care Service, of being the one that is abusing children. The same definition of abuse apply to 
those involved in Education and Care Services as they do for childrenôs suspected of abuse outside the service. 
 
Any person involved in the service is a mandatory reporter if they suspect someone involved in the service of 
abusing children. Any incident involving another person involved in the service must report the incident or 
suspicion to the Child Protection Helpline. 
 
The same details must be provided to the Helpline as previously listed. 
 
Your concerns should be raised with the Approved Provider/Nominated Supervisor as part of the process of 
notification. 
 
Each service needs to develop a written procedure to ensure that staff are aware of the alternatives if the 
Approved Provider/Nominated Supervisor is the person that is being notified to the Helpline. ALL staff are 
mandated to report suspicion of abuse even if it involves the Approved Provider/Nominated Supervisor. 
 
As well as making the notification to the Helpline the service should contact their Assessment and Compliance 
Officer from the Department to inform them of the incident as it may also be a breach of the regulations and need 
to be investigated as a licensing matter. 

Confidentiality 
It is important that any notification remains confidential, as it is vitally important to remember that no confirmation 
of any allegation can be made until the matter is investigated. 
 

Safeguards for Reporters 

Reports to the Department of Education and Communities are confidential and the reporterôs identity is protected 
by law if the report is made in good faith. The law offers the following protections: 



¶ The report shall not be held to be breach of professional etiquette or ethics or a departure from 
acceptable standards of professional conduct. 

¶ No liability for defamation can be incurred because of making of report. 

¶ The report, or its contents, is not admissible in any proceedings as evidence against the person who 
made the report. 

¶ A person cannot be compelled by a court to provide the report or give any evidences as to its contents. 

¶ A report is exempt document under the Freedom of Information Act 1989. 
If law enforcement agencies require the identity of the reporter in order to investigate serious offences alleged to 
have been committed against children or young people, the identity of the reporter may be released to the Police. 

Disclosure 
At no time should the notifier inform the individual they have made the notification. This is to ensure that the 
matter can be investigated without prior knowledge and contamination of evidence. 

Further Information 
It is important that all staff are aware that when dealing with children involved in any issue relating to abuse that 
they are not questioned around the abuse as this may hinder the formal investigation into the situation. Additional 
information from children should not be coerced from children, simply keep record of their disclosure that can be 
used as part of the formal investigation. 
 

Information Exchange 
Staff will exchange information that relates to a child or young personôs safety, welfare or wellbeing, whether or 
not the child or young person is known to the Department of Education and Communities and whether or not the 
child or young person consents to the information exchange under Chapter 16A of the Children and Young 
Persons (Care and Protection) Act 1998 when required. 
 
Chapter 16A also requires prescribed bodies to take reasonable steps to coordinate decision-making and the 
delivery of services regarding children and young people. 

Notification to the Ombudsman 
Special procedures are in place to deal with allegations of reportable conduct or convictions against employees of 
all government and certain non government agencies in NSW. 
 
The Ombudsman Act requires the Head of Agency (Approved Provider/Committee Members/ General Manager) 
to notify the Ombudsman within 30 days of becoming aware of any reportable allegations or conviction made 
against an employee involved in the provision of Education and Care Service. The Ombudsman needs to be 
informed of any reportable allegation regardless of the outcome and the confirmation or non-confirmation of the 
allegation, unless the investigation by the agency considers the allegation to be a trivial or negligible application of 
physical force. 
 
Visit www.ombo.nsw.gov.au for any forms required.  
 
Some matters are notifiable to the Ombudsman as an allegation of reportable conduct, but are only reportable to 
the Child Protection Helpline if there are also current concerns that a child or young person is at significant risk. 

Allegations against those involved in the service 
It is important that those responsible for the Service ensure that adequate support is available for those involved 
in the Service that allegations are made against and have been investigated. It is important to ensure that they are 
given the necessary and appropriate support needed to get through the process. 

Definitions 

 
Agency: The Education and Care Service 
 
Reportable Allegations: any sexual offence, or sexual misconduct, committed against, with or in the presence of 
a child (including a child pornography offence), any assault, ill treatment or neglect of a child, any behaviour that 
causes psychological harm to a child.  
 
Employee of Agency: There are two groups of people who are considered to be employees and who may have 
reportable allegations made against them or be the subject of a reportable conviction.  

http://www.legislation.nsw.gov.au/viewtop/inforce/act+13+2009+cd+0+N/?autoquery=%28Content%3D%28%28%22the%20Children%20Legislation%20Amendment%20%28Wood%20Inquiry%20Recommendations%29%20Act%202009%22%29%29%29%20AND%20%28%28Type%3D%22act%22%20AND%20Repealed%3D%22N%22%29%20OR%20%28Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22%29%29&dq=Document%20Types%3D%22Acts,%20Regs%22,%20Exact%20Phrase%3D%22the%20Children%20Legislation%20Amendment%20%28Wood%20Inquiry%20Recommendations%29%20Act%202009%22,%20Search%20In%3D%22Text%22&fullquery=%28%28%28%22the%20Children%20Legislation%20Amendment%20%28Wood%20Inquiry%20Recommendations%29%20Act%202009%22%29%29%29
http://www.legislation.nsw.gov.au/viewtop/inforce/act+13+2009+cd+0+N/?autoquery=%28Content%3D%28%28%22the%20Children%20Legislation%20Amendment%20%28Wood%20Inquiry%20Recommendations%29%20Act%202009%22%29%29%29%20AND%20%28%28Type%3D%22act%22%20AND%20Repealed%3D%22N%22%29%20OR%20%28Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22%29%29&dq=Document%20Types%3D%22Acts,%20Regs%22,%20Exact%20Phrase%3D%22the%20Children%20Legislation%20Amendment%20%28Wood%20Inquiry%20Recommendations%29%20Act%202009%22,%20Search%20In%3D%22Text%22&fullquery=%28%28%28%22the%20Children%20Legislation%20Amendment%20%28Wood%20Inquiry%20Recommendations%29%20Act%202009%22%29%29%29
http://www.ombo.nsw.gov.au/


These two groups are:  

¶ any employee of the agency, whether or not employed in connection with any work or activities of the agency 
that relates to children, and 

¶ any individual engaged by the agency to provide services to children, including in the capacity as: 
-  a volunteer 
-  Contractors 
- sub-contractors 

- volunteers 
- work experience participants, students on placements, eg TAFE, secondary or tertiary students  

 

Head of Agency: the Approved Provider of the Service or nominated person 

 

Further Knowledge 

Further information can be obtained through; 
 
Child Protection Help Line 133627 
Child Wellbeing Unit 
Human Services www.hsnet.nsw.gov.au/login/Servicelink.aspx 
Association of Childrenôs Welfare Agencies www.acwa.asn.au 
www.keepthemsafe.nsw.gov.au  
 
As well as obtaining relevant resources for the service it is vitally important that those involved in Education and 
Care Services are given adequate training in identifying child abuse as well as the process for reporting it. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
National Quality Standards 2013 
United Nations Convention on the Rights of the Child (1989) 
NSW Government Family and Community Services 
The Commission for Children and Young People www.kids.nsw.gov.au Retrieved: October 2016 
NSW Ombudsman Child Protection in the Workplace - Responding to allegations against employees. 
www.nswombudsman.nsw.gov.au Retrieved: October 2016 
Keep Them Safe www.keepthemsafe.nsw.gov.au Retrieved: October 2016 
Child Wellbeing & Child Protection NSW Interagency Guidelines 

 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.hsnet.nsw.gov.au/login/Servicelink.aspx
http://www.acwa.asn.au/
http://www.keepthemsafe.nsw.gov.au/
http://www.kids.nsw.gov.au/
http://www.nswombudsman.nsw.gov.au/
http://www.keepthemsafe.nsw.gov.au/


 

 

 

 

 

 

 

 
 
 
 

Choking Policy 
 
Aim: To ensure all staff are aware of what to do if a child is choking. The policy also aims at ensuring 
parents are aware of our need to give a child five sharp slaps between a chocking childõs shoulder blades. 
 
A choking child may do any of the following; clutch at their throat, the child may be unable to speak or breathe, their 
face may go blue, a baby may make strange noises as he/ she tries to cry or may make no sound at all. 
For a Baby: under 1 yr old 

¶ CALL 000 FOR AN AMBULANCE 

¶ Place baby with head downwards on forearm. 

¶ Support his/her shoulders and head on your hands 

¶  Do not shake the baby. 

¶ Hold his mouth open with your fingers 

¶ Give up to 5 sharp blows between shoulders with heel of your hand 

¶ Check if obstruction has been relieved after each blow 

¶ If blockage is relieved place infant on back and remove any item with little finger. 

¶ If blockage not relieved after 5 back blows, place infant on their back on a firm surface 

¶ Place 2 fingers in the CPR position 

¶ Give 5 chest thrusts, slower but sharper than CPR compressions 

¶ Check if obstruction has been relieved after each thrust 

¶ Continue alternating 5 back blows with 5 chest thrusts until medical aid arrives. If casualty becomes 
unconscious remove any visible obstruction from mouth and begin CPR 

For a Child - OVER 1 YR OLD 

¶ The child may be able to cough up the obstruction on his/her own. Encourage the child to try and do this 
but do not waste time. 

¶ CALL 000 FOR AN AMBULANCE 

¶ Bend the casualty well forward by sitting on a chair leaning forward. 

¶ Give up to 5 sharp blows with the heel of one hand in the middle of the back between the shoulder 
blades 

¶ Check if obstruction has been relieved after each blow 

¶ If the blockage has not cleared after 5 back blows, place one hand in the middle of the casualties back for 
support,  

¶ Place heel of the other hand in the CPR compression position on chest 

¶ Give 5 chest thrusts, slower but sharper than CPR compressions 

¶ Check if obstruction has been relieved after each thrust 

¶ Continue alternating 5 back blows with 5 chest thrusts until medical aid arrives. If casualty becomes 
unconscious remove any visible obstruction from mouth and begin CPR 

 
Policy formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, and October 2015. 
To be reviewed in October 2017. 



Reference: St John Ambulance Australia Senior First Aid.  
www.stjohn.org.au  
 

 

 

 

 

 

 

 
Clothing Policy 
 

Aim 
 Umina Kids Clubs understand the way children are dressed for care, can affect them in many ways and impact 
on their participation throughout the day, their safety and comfort. The type of clothing children wear can also 
assist or inhibit their independence at routines. Educators/staff will respect childrenôs individual choices and also 
facilitate any cultural practices within safety limits. 

Legislative Requirements 
Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 

Who is affected by this policy? 
Children 
Staff 
Parents 
Management 

Implementation 
Children: 

¶ Children should be dressed in clothes which allow them to explore and play freely and not restrict them using 
equipment while at play. 

¶ Clothing should also allow easy access for toileting i.e. elasticised trousers, track pants, shorts - instead of 
buttons, zips, belts etc. 

¶ Children will be encouraged to use aprons for messy play and art experiences to protect clothing. For this 
reason it is important to not send the children in their best clothes. 

¶ Children should be appropriately protected from the sun during outdoor play- please refer to sun safety policy 
for details on appropriate hats and clothing. 

¶ Childrenôs clothing should accommodate weather conditions i.e. be loose and cool in summer to prevent 
overheating, and warm enough for cold weather ï including outdoor play. At all times educators/staff will 
monitor children to ensure they are appropriately dressed for all weather conditions. 

¶ Children should have appropriate footwear that enables them to play comfortably and not cause safety 
concerns i.e. thongs, clogs or backless shoes have a trip factor and do not allow children to use equipment 
safely. 

¶ Comfortable and non restrictive clothing is important at sleep time to promote your childôs comfort at this time 
of the day. 

¶ The Service will maintain a collection of suitable spare clothing should it be required. 

¶ All clothing and belongings must be clearly labeled with the child's name. 

The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 

Sources 
Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 



National Quality Standards 2013 
The Cancer Council www.cancercouncil.com.au Retrieved: October 2015 
WorkCover NSW www.workcover.nsw.gov.au Retrieved: October 2015 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 
 
 
 

Code of Conduct 
 

All permanent and relief Educators and all other Staff Members agree to abide by this code of conduct. Whilst the Approved 
Provider/ Nominated Supervisor are ultimately responsible for ensuring the Code of Conduct is adhered to, all Educators and 
other Staff Members will assist in maintaining the code. 
 
Care of Children 
The Approved Provider/Nominated Supervisor, Educators and other Staff Members must, in relation to each child, at the 
Education and Care Service, ensure that: 
a) The health, welfare, and progress of the child are promoted, and 
b) The child is provided with a range of activities designed to promote social, emotional, cognitive, cultural and physical 

development, and 
c) The child is (where appropriate) provided with regular and varied meals and refreshments, having regard to the 

childôs age and to community practices, and 
d) The child is provided with educational and recreational activities (both on an individual and a group basis) that are 

suitable and adequate for the needs and interests of the child. 
 
Sleeping Arrangements 
The Approved Provider/ Nominated Supervisor must take reasonable steps to ensure that the needs for sleep and rest of 
children being educated and cared for by the Service are met having regard to the ages, developmental stages and individual 
needs of the children.  
 
The Approved Provider/ Nominated Supervisor must ensure that: 
a) Each bed or cot for children at the education and care service is equipped with a clean and comfortable mattress and 

bed clothing that is appropriate to the climate. 
b) All bed clothing is kept clean and in a satisfactory condition. 
c) No child sleeps in the same room as an adult. 
 
Supervision of Children 
The Approved Provider/ Nominated Supervisor must ensure that children at the Education and Care Service are adequately 
supervised, having regard to their ages, physical and intellectual development by primary contact members of the Education 
and Care Service ôs staff. 
 
The Approved Provider/ Nominated Supervisor must ensure that no Educator is allowed to supervise children unless the 
Educator: 
a) is sympathetic to the welfare of children. 
b) has adequate knowledge, understanding and experience of children so as to be capable of meeting their needs.  
c) is able to adequately care for and supervise children. 
d) is of suitable age, health and personality to care for children and 
e) is of good character. 
f) has received suitable training in the proper care of children. 
 
The Approved Provider/Nominated Supervisor must have regard to the size and composition of groups in which children are 
being educated and cared for by the Service. 

http://www.cancercouncil.com.au/
http://www.workcover.nsw.gov.au/


 
The Approved Provider/ Nominated Supervisor must ensure that no member of staff who is supervising children both 
supervises children and performs other duties at the same time if those duties would adversely affect the quality of 
supervision. 
 
Injury and Illness 
If a child is injured or becomes ill or suffers a trauma while at the Education and Care Service, the Approved 
Provider/Nominated Supervisor, Educators, other Staff members and/ or volunteers must follow the Education and Care 
Serviceôs policies and procedures. 
 
The Approved Provider of an Education and Care Service must ensure that a parent of a child being educated and cared for 
by the Service is notified as soon as practicable but not later than 24 hours after the occurrence, if the child is involved in any 
incident, injury, trauma or illness while the child is being educated or cared for by the Education and Care Service. 
 
Administration of Medication 
Approved Provider/Nominated Supervisor must ensure that: 
A child must not be given medication unless:: 
a) that administration is authorised. 
b) the medication has been prescribed by a registered medical practitioner, from its original container bearing the 

original label to whom the medication is to be administered and before the expiry and use by date. 
 
First Aid Kits 
The Approved Provider must ensure: 
a) that there is a suitable and fully stocked first-aid kit at the education and care service . 
b) an appropriate number of first aid kits must be kept having regard to the number of children being educated and 

cared for by the Service. 
c) that at least one member of staff of the Education and Care Service, at all times whilst the Education and Care 

Service  is in operation, holds an approved qualification in the administration of first aid. 
d) that all first-aid equipment, medicine, drugs and other substances potentially harmful to children are stored in 

cupboards that are secured by means of childproof locks. 
 
Discipline of Children 
The Approved Provider/Nominated Supervisor and all staff must ensure that each child at the Education and Care Service: 
a) is given adequate positive guidance towards socially acceptable behaviour, and 
b) is not subject to or threatened with: 

¶ any form of punishment. 

¶ any punishment that takes the form of immobilisation or force-feeding. 

¶ any punishment that is intended to humiliate or frighten the child. 
 
Children not to perform Unreasonable Duties 
The Approved Provider/ Nominated Supervisor and all other members of Staff must ensure that a child at the Education and 
Care Service is not required to perform duties that are unreasonable, having regard to the childôs age, physical, and 
intellectual development. 
 
Animals 
The Approved Provider/Nominated Supervisor must ensure that any animal kept at the Education and Care Service as a pet, 
is clean and well cared for. 
 
Children not to be released into the Care of Strangers 
The Approved Provider/Nominated Supervisor and all Educators must ensure that no child leaves the Education and Care 
Service in the care of any person other than: 
a) a parent of the child. 
b) an authorised nominee named in the childôs enrolment record. 
c) a person authorised by a parent or authorised nominee named in the childôs enrolment record to collect the child from 

the premises. 
 
Notification of Death 
The Approved Provider must notify the death of a child at the Education and Care Service to the Regulatory Authority as soon 
as possible and within the 24 hours of the incident.  



 
 
Sources 
Education and Care Services National Law Act 2010; Education and Care Services National Regulations 2014; Guide to 
National Quality Standards 2011 ; NSW Department of Education & Communities ; Early Childhood Australia Code of Ethics 
 
Review 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016  Date for next review: October 2017 

 

 

 
Comfortable Sleep/ Rest for Children over Two Year old Policy 
 

Aim 
 
The Approved Provider/Nominated Supervisor of  Umina Kids Club will take reasonable steps to ensure that the 
needs for sleep and rest of children being educated and cared for are met, having regard to the ages, 
developmental stages and individual needs of the children. Educators/staff at this Service believe that sleep, rest 
and relaxation are an integral part in a childôs growth and development; therefore we encourage all children to 
have at least a short period of rest.  The Service makes provision so that each child may do so. The routine 
provides time during the day for rest, sleep, relaxation and quiet activities.  However we also accommodate 
individual needs for rest outside this time.  Holistic approaches recognise the connectedness of mind, body and 
spirit.  Educators/staff provide a range of active and restful experiences throughout the day and support children 
to make appropriate decisions regarding their participation in activities and experiences. 
 

Who is affected by this policy? 
 
Child 
Staff 
Families 
Management 
 

Implementation 
 
At Umina Kids Club we acknowledge the individual needs of families and their children in regards to rest and 
sleep.  We seek to work together to effectively cater for your childôs needs. 
 
Parents/guardians are to advise educators/staff at enrolment of any special patterns or cultural practices that your 
child has which will enable us to maintain consistency and continuity with practices at home. It is also important to 
update this information throughout your childôs time in care or as special circumstances arise ï e.g. your child had 
a restless night and may need to go to sleep earlier, or your child slept in and may not need a sleep. You can do 
this verbally or in the communication book. 
 
Educators/staff endeavor to ensure sleep and rest routines are positive experiences. This is achieved by 
encouraging children to bring a favorite toy or other comforters, familiar bedding, as well as the use of soft music.  
Educators/staff interactions also facilitate a positive atmosphere.  Educators/staff will also provide feedback about 
your childôs sleep patterns via the eat/sleep charts or day book, and verbally as required. 
 
Educators/staff will not force a child to sleep nor will they deprive a child from sleeping.   
 
Please provide bedding for your child as per policy on bed linen. 
 



Current information on sleep equipment and safe sleeping practices from recognised authorities is available to 
staff and families. 
 
Safe resting practices for 2 to 5 years 
Å Children will be placed on their back to rest, unless otherwise directed in writing by the childôs medical 

practitioner. 
Å If a child turns over during their sleep, allow them to find their own sleeping position, but always lay them 

on their back when first placing them to rest. 
Å At no time will a childôs face be covered with bed linen. 
Å Light bedding is the preferred option, which must be tucked in to prevent the child from pulling bed linen 

over their face. 
Å Provision is made for children who do not sleep to engage in quiet activities such as looking at books, and 

quiet table activities. 
 
Educators/staff will at all times meet the National Regulations: 

¶ To ensure that bedding is arranged to prevent cross infection. 

¶ Allow easy access and exit of children. 

¶ The sleep/rest area is adequately ventilated and has natural light.  

¶ No children over the age of seven sleep in the same room with any child of the opposite sex.   

¶ No child sleeps in the same room that an adult sleeps in. 
 
All beds and mattresses will be appropriately cleaned and maintained. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 

at all times. 

Sources 
 

Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
The Early Years Learning Framework 
Sids and Kids www.sidsandkids.org Retrieved: October 2016 
Better Health Channel www.betterhealth.vic.gov.au Retrieved: October 2016 
Raising Children website www.raisingchildren.net.au Retrieved: October 2016 
 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.sidsandkids.org/
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Community Evacuation Policy 
 
Aim: To ensure staff and parents are aware of the procedure that will take place in the event 
of a community evacuation. 
 
If the centre is notified it is to evacuate the area the staff will:  

 

¶ Place the evacuation notice on the front door informing parents where we have been evacuated to 
and how they can try to get in contact with us. (The notice will be kept in the front of the policy file 
in the office) 

 

¶ Collect the following items to take with them: 
- Sign in sheets 
- Emergency contact cards 
- Nappies 
- Changes of clothes 
- Babies bottles 
- Milk 
- Blankets 
- Paper, pencils, games/toys 
- Food 
- Medication 
- First aid kit 
- Baby wipes 
- Gloves 
- Evacuation Backpacks 

 
× The children will be taken out to the car park and put to private cars to transport then to the 

designated destination. (Parents are asked to sign an agreement for this on enrolment.) 
× The staff will remain with the children at all times. 
× The staff will explain to the children what is happening and remain calm at all times. 
× Once all children and staff have arrived at the designated destination they will mark the roll and 

once again explain to the children what is happening.  
× Staff will remain with the children offering reassurance and distractions as much as possible. 
× No one will leave the designated area until they have been notified by the authorities. 



 
Policy Formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2014, October 2015. 
To be reviewed in October 2016. 
References: Education and Care Services National Regulation 2014. 
 

 

 

 

 

 

 
Confidentiality of Records Policy 
 

Aim 
 
This policy is to address the issues of privacy and confidentiality of children, Educators, other Staff, volunteer 
workers, agents, contractors and parents/guardians of children in care. It aims to protect the privacy and 
confidentiality by ensuring that all records and information about individual children, families, Educators, other staff, 
agents, contractors and management are kept in a secure place and are only accessed by or disclosed to those 
people who need the information to fulfill their responsibilities at the Education and Care Service or have a legal right 
to know. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
NSW Department of Education & Communities  
Laws relating to protection of privacy and confidentiality; duty of confidentiality arising from a contract with parent; 
to whom and when information must be disclosed;  
Child Care Service Handbook 2013-2014 
Privacy Act 1988 (Cth.);  
Workplace Relations Act 1996 (Cth.). 

 

Who is affected by this policy? 
 
Child  
Parents 
Educators 
Staff  
Students 
Volunteers 
Management  
 

Implementation 
 
Personal information will only be collected in so far as it relates to the serviceôs activities and functions, and in line with 
relevant legislation. (National Privacy Principle 1.1 - Privacy Act 1998.) 
Collection of personal information will be lawful, fair, reasonable and unobtrusive. (National Privacy Principle 1.2 - 

Privacy Act 1998.) 
 



Individuals who provide personal information will be advised of: the name and contact details of the Education and 
Care Service, the fact that they are able to gain access to their information; why the information is collected; the 
organisations to which the information may be disclosed; any law that requires the particular information to be 
collected; and the main consequences for not providing the required information. (National Privacy Principle 1.3 ï 
Privacy Act 1998). 
 
The use or disclosure of personal information will only be for its original collected purpose, unless the individual 
consents, or unless it is needed to prevent a health threat, or is required or authorised under law. (National Privacy 
Principle 2.1 ï Privacy Act 1998). 
 
The Education and Care Service will take steps to ensure the personal information collected, used or disclosed, is 
accurate, complete and up to date. Parents will be required to update their enrolment details annually, or whenever 
they experience a change in circumstances. Computer records will be updated as soon as new information is 
provided. (National Privacy Principle 3 ï Privacy Act 1998). 
 
Personal information will be kept in a secure and confidential way, and destroyed by shredding or incineration, when 
no longer needed. (National Privacy Principle 4 ï Privacy Act 1998). 

 
Individuals will be provided with access to their personal information and may request that their information be up-

dated or changed where it is not current or correct. (National Privacy Principle 6 ï Privacy Act 1998). 

 
Individuals wishing to access their personal information must make written application to the Approved 
Provider/Nominated Supervisor, who will arrange an appropriate time for this to occur. The Approved 
Provider/Nominated Supervisor will protect the security of the information by checking the identity of the applicant, and 
ensuring someone is with them while they access the information to ensure the information is not changed or 
removed without the Approved Provider/Nominated Supervisorôs knowledge. 
 
The Approved Provider/Nominated Supervisor will deal with privacy complaints promptly and in a consistent manner, 
following the Education and Care Serviceôs Grievance Procedures. Where the aggrieved person is dissatisfied after 
going through the grievance process, they may appeal in writing to ñThe Director of Complaints, Office of the Federal 
Privacy Commission, GPO Box 5218, Sydney NSW 1042, or phone the Commissionerôs Hotline on 1300 363 992. 
(Privacy Act 1998). www.privacy.gov.au 

 
Every Employee and the Operator is provided with clear written guidelines detailing: 
 - what information is to be kept confidential and why. 
 - what confidential information they may have access to in order to fulfill their responsibilities  
 and how this information may be accessed. 
 - who has a legal right to know what information. 
 - where and how the confidential information should be stored. 
 
Every Employee and the Operator is required to sign a Confidentiality Statement. 
 
Every enrolling parent/guardian is provided with clear information about: 

- what personal information is kept and why. 
- any legal authority to collect personal information. 
- third parties to whom the service discloses such information as a usual practice. 
 

Confidential conversations that Educators and other Staff have with parents, or the Approved Provider/Nominated 
Supervisor has with Educators and other Staff, will be conducted in a quiet area away from other children, parents 
and staff. Such conversations are to be written up, and stored in a confidential folder. 

 
Personnel forms and employee information will be stored securely. (Workplace Relations Act 1996). 
 
Applicants, students or volunteers will be informed that their personal information is being kept, for what reason, for 
how long, and how it will be destroyed at the end of the time period. 
 
Applicants will be asked for their consent before their references are checked. Unsuccessful applicants will be advised 
of when and how their personal information will be destroyed. 
 
Information about Educators and other Staff members will only be accessed by the Approved Provider/Nominated 

Supervisor, and individual staff member concerned. (Workplace Relations Act 1996.) 

 
All matters discussed at staff/committee meetings will be treated as confidential. (Privacy Act 1998.) 
 



No member of staff may give information or evidence on matters relating to children and/or their families to anyone 
other than the responsible parent/guardian, unless prior written approval by the responsible parent/guardian is 
obtained.  Exceptions may apply regarding information about children when subpoenaed to appear before a court of 
law.  Not withstanding these requirements, confidential information may be exchanged in the normal course of work 
with other staff members at the Service and may be given to the Approved Provider/ Nominated Supervisor, when this 
is reasonably needed for the proper operation of the Service and the wellbeing of users and staff. Education and 
Care Services National Regulations 2011, Children Division 2; and Privacy Act 1988). 
 
Reports, notes and observations about children must be accurate and free from biased comments and negative 
labeling of children. 
 
Educators and other Staff members will protect the privacy and confidentiality of other Staff members by not relating 
personal information about another staff member to anyone either within or outside the Education and Care Service. 
 
Students/people on work experience/volunteers will not make staff/children or families at the Education and Care 
Service, an object for discussion outside of the Education and Care Service (eg. college, school, home etc.), nor will 
they at any time use family names in recorded or tutorial information. 
 
Students/people on work experience/volunteers will only use information gained from the Education and Care Service 
upon receiving written approval from the Education and Care Service/Parent/Guardian to use and/or divulge such 
information, and will never use or divulge the names of persons. 
 
The Approved Provider, staff, agents and contractors of the Education and Care Service will abide by this 
confidentially policy and follow the above procedures at all times. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at 
all times. 
 

Sources 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to National Quality Standards 2013  
Child Care Service Handbook 2013-2014  
Australian Childrenôs Education & Care Quality Authority  
NSW Department of Education & Communities  
Privacy Act 1998 www.privacy.gov.au Retrieved: October 2016 
Fair Work online www.fairwork.gov.au  Retrieved: October 2016 
Privacy and Personal information Protection Act 1998 
Workplace Relations Act 1996 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016  Date for next review: October 2017 
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Continuity of Care Policy 

Aim 
 
At Umina Kids Club we aim to promote continuity of care and security for the children attending the Service in 
the absence of primary educators. Staffing arrangements create a safe and predictable environment for children 
and support warm, respectful relationships.  Qualified and experienced educators, staff and coordinators, 
encourage childrenôs active engagement in the learning program. Positive relationships among educators, 
coordinators and staff members contribute to an environment where children feel emotionally safe, secure and 
happy. 
 

Legislative Requirements 
 

Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2011 
 

Who is affected by this policy? 
 
Child 
Staff 
Families 
 

Implementation 
 
 Umina Kids Clubs makes use of casual staff from a variety of sources; including the casual staff pool, past 
students, and at times each service. 
 
Prior to commencing any casual work, relief staff will be invited to visit the Service and familiarise themselves with 
the setting as part of an induction process.  All staff including relief staff will also be required to complete relevant 
prohibited personôs checks in accordance with licensing regulations. 
 
Casual staff will be provided with access to Serviceôs policies and procedures, staff handbook, as well as 
description of their roles and responsibilities whilst at the Service. 
 
The Service will aim to use the same pool of casual staff in the absence of permanent staff and encourages 
casual staff to become familiar with the Service, staff, children and families, as well as routines.  Where possible, 
relief staff will be employed on the same day of the week to help them develop closer understanding of the 
children attending that day, and to help the children develop relationships with these casual staff. 
 
Staff will advise parents and guardians of any changes to staffing patterns via newsletters and where possible 

before these changes occur. 
 



The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 

Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016     Date for next review: October 2017 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 

Daily Attendance Policy 
 

Aim: To ensure parents are aware of their responsibilities in regards to their childõs 
attendance at the centre.  
 
The centre must be notified of a childôs absence by phone, in writing or in person. Absent days must be 
paid for. 
 
If your child does not attend on their last enrolled day of preschool full fees will be charged as the centre 
will not be able to claim any child care benefit for you if your child does not attend on their last day. This is 
for the Government so that child care benefit is not being claimed by the same child in 2 different centers 
on any one day. 
 
Parents shall sign the attendance book each morning and afternoon and indicate times of arrival and 
departure. Parents should use the comment column on the sign in page to note a different contact number 
for the day. If someone different is collecting your child please complete the ñChild pick up formò stating 
who will be collecting your child. The form is located beside the sign in book in your childôs room. 
 
Staff should be informed of any important information concerning the child. .For example: a late night, 
trouble hearing etc. 
 
Children are to be collected by an authorised adult. The authorised adult must come and see a teacher 
before taking a child. If the staff member is not familiar with the authorised adult they will ask them to show 
photo identification. 
 
Parents will be advised on their monthly statements of their remaining CCB allowable absences 
 
Policy formatted in October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2014, October 2015 and 
October 2016. 
To be reviewed in October 2017. 
Reference: CCMS Reference Manual 
https://projects.deewr.gov.au/sites/CCMS/Documents/CCMS%20Reference%20Manual%20Oct%202011.pdf 
October 2011. Retrieved October 2016 
 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 
Dealing with Infectious Diseases Policy 
 

Aim 
 
Umina Kids Club will minimise the spread of potentially infectious diseases between children, and the Service, 
by excluding children, educators/staff, and visitors, who may have an infectious disease or are too ill to attend the 
Service. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
National Quality Standards 2013 
Work Health and Safety Act 2011 
Work Health and Safety Regulations 2011 
Public Health Act and Regulation (NSW) 1991 
 

Who is affected by this policy? 
 
Child 
Parents 
Family 
Educator  
Staff 
Management 
Visitors 
Volunteers 
 

Implementation 
 
To minimise the spread of Infectious disease between children, educators/staff and visitors, Umina Kids Club 
will: 

¶ exclude from care and notify the local Public Health Unit and provide details of any known or suspected 
persons with any of the following vaccine preventable diseases: 

o Diphtheria 

o Poliomyelitis 

o German Measles 

o Tetanus 

o Measles 



o Mumps 

o Whooping Cough  

o Chicken Pox 

¶ exclude a child with any of the following symptoms which might indicate they have a potentially serious 
illness: 

o vomiting, 

o rash, especially if purplish or hemorrhaging spots (possibly meningococcal) or blistering (possibly 
staphylococcal), 

o headache, 

o stiffness of the neck, 

o aversion to light (photophobia), 

o drowsiness or any unusual state of consciousness or behaviour, 

o convulsion or epileptic seizure. 

o severe pain anywhere (including toothache), 

o swelling of the lips, mouth, tongue, throat, neck or airways, 

o hives, 

o asthma, wheezing, or any difficulty breathing, 

¶ exclude a child with any of the following symptoms which might indicate they have an infectious illness: 

o diarrhoea, 

o generalised rash, 

o enlarged or tender lymph glands, 

o severe cough with fever, 

o head lice, nits, scabies, ringworm, impetigo, or mouth ulcers not yet treated, 

o mouth ulcers due to herpes simplex virus or coxsackie virus, 

o infection or yellow or green discharge of the eyes or ears, 

o if any other infectious disease is suspected. 

¶ Exclude children, educators/staff, volunteers or visitors who have infectious diseases other than listed above 
in accordance with the NHMRC Recommended Minimum periods of exclusion. 

¶ Ensure all educators/staff and persons working at the Service conform to all infectious disease policies. 

¶ Isolate the child from other children. Make sure the child is comfortable, and is supervised by an 
educator/staff member. 

¶ Contact the childôs parents/guardians or, if they are unable to be contacted, an authorised nominee for 
emergencies as listed on the enrolment form. Inform the parents/guardian or authorised nominee of the childôs 
condition, or suspected condition, and ask that the child be picked up from the Service as soon as possible. 

¶ Ensure all bedding, towels, clothing, etc., which has been used by the child is disinfected ï these articles 
should be washed separately and, if possible, aired in the sun to dry. 

¶ Ensure all contact toys are separated and disinfected. 

¶ Ensure all eating utensils are separated and sterilised. 

¶ Information will be available in relevant community languages when required. 

¶ Inform all families of the presence of an infectious disease in the Service. 

¶ The Service will ensure confidentially of any personal or health related information obtained by the Service, in 
relation to any children, educators/staff, childrenôs parents/guardian and families. 

¶ If a child has been unable to attend the Service because of an infectious illness, when the child has fully 
recovered the family must obtain a certificate from their doctor which specifically states the child  is not 
infectious and is able to attend care. 

 
If a child has not been immunised, they may be excluded from care during outbreaks of some infectious 
diseases, even if their child is well, depending on advice from the Public Health Unit. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 



Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
Guide to the National Quality Standard 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
Staying Healthy in Child Care 5

th
 Edition 2012 

Immunise Australia www.immunise.health.gov.au Retrieved: October 2016 
Public Health Act and Regulation (NSW) 1991 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
Reviewed: October 2016   Date for next review: October 2017 

http://www.immunise.health.gov.au/


National Health & Medical Research Council 
Recommended Minimum Periods of Exclusion 
From Staying Healthy in Child Care. 5th  edition, National Health and Medical Research Council, 
Commonwealth of Australia 2001,copyright Commonwealth of Australia reproduced by permission.  
 
Recommended minimum periods of exclusion from school, pre-school and child care centres for cases 
and contacts with cases with infectious diseases.  
 

CONDITION EXCLUSION OF CASES 
EXCLUSION OF CONTACTS 

 

Amoebiasis  
(Entamoeba histolytica) 

 
Exclude until there has not been a loose bowel motion 
for 24 hours 

 

Not excluded. 

 
Campylobacter 
 

 
Exclude until there has not been a loose bowel motion 

for 24 hours. 

 
Not excluded. 

 
Candidiasis 

 
See Thrush 

 

 
Chicken pox 

 
Exclude for at least 5 days AND until all blisters 
have dried. 

 
Any child with an immune deficiency 
(e.g. leukemia) or receiving 
chemotherapy should be excluded 
for their own protection. Otherwise 
not excluded. 

 
Conjunctivitis 

 
Exclude until discharge from eyes has ceased. 

 
Not excluded. 

 
Cytomegalovirus Infection 

 
Exclude until there has not been a loose bowel motion 
for 24 hours 

 

 
Not excluded. 

 
Diarrhoea 

 
Exclude until there has not been a loose bowel motion 
for 24 hours 

 

 
Not excluded. 

 
Diphtheria 
 

 
Exclude until medical certificate of recovery is 
received following at least two negative throat 
swabs, the first not less than 24 hours after 
finishing a course of antibiotics and the other 48 
hours later. 

 
Exclude family/household contacts 
until cleared to return by an 
appropriate health authority. 

 
German Measles 

 
See ñRubellaò 

 

 
Glardiasis 

 
Exclude until there has not been a loose bowel 
motion for 24 hours 
 

 

 
Glandular fever (mononucleosis) 

 
Exclusion is not necessary. 

 
Not excluded. 

 
Hand, Foot and Mouth disease 

 
Until blisters have dried. 

 
Not excluded. 

 
Haemophilus influenza  type b (Hib) 

 
Exclude until medical certificate of recovery is 
received. 
 

 
Not excluded. 

 
Head Lice  

 
Exculusion is not necessary if effective treatment 
is commenced prior to the next day at child care. 
 

 
Not excluded 

 
Hepatitis A 

 
Exclude until medical certificate of recovery is 
received, but not before 7 days after the onset of 
jaundice or illness. 
 

 
Not excluded. 

 
Hepatitis B 

 
Exclusion is not necessary. 

 
Not excluded. 



 
Hepatitis C 

 
Exclusion is not necessary. 

 
Not excluded. 

 
Herpes (cold sores) 

 
Young children unable to comply with good 
hygiene practices should be excluded while the 
lesion is weeping. Lesions to be covered by 
dressing, where possible. 

 
Not excluded. 

 
Hookworm 

 
Exclusion is not necessary. 

 
Not excluded. 

 
Human immune-deficiency virus 
infection 
(HIV/AIDS virus) 
 

 
Exclusion is not necessary unless the child has a 
secondary infection. 

 
Not excluded. 

 
Hydatid Disease 

 
Exclusion is not necessary 
 

 
Not excluded 

 
Impetigo 

 
Exclude until appropriate treatment has 
commenced. Sores on exposed surfaces must be 
covered with a watertight dressing. 
 

 
Not excluded. 

 
Influenza and influenza like illnesses 

 
Exclusion is not necessary. 

 
Not excluded. 

 
Legionnaires disease 

 
Exclusion is not necessary 
 

 
Not Excluded 

 
Leprosy 
 

 
Exclude until approval to return has been given by 
an appropriate health authority. 

 
Not excluded. 

 
Measles  

 
Exclude for at least 4 days after onset of rash. 

 
Immunised contacts not excluded. 
Unimmunised contacts should be 
excluded until 14 days after the first 
day of appearance of rash in the last 
case. If unimmunised contacts are 
vaccinated within 72 hrs of their first 
contact with the first case they may 
return to school. 

 
Meningitis (bacterial) 

 
Exclude until well and received appropriate 
antibiotics 

 
Not excluded. 

 
Meningitis (viral) 

 
Exclude until well 

 
Not excluded 

 
Meningococcal infection 

 
Exclude until adequate carrier eradication therapy 
has been completed. 

 
Not excluded if receiving rifampicin. 

 
Molluscum contagiosum 

 
Exclusion is not necessary. 

 
Not excluded. 

 
Mumps  

 
Exclude for 9 days or until swelling goes down 
(whichever is sooner). 

 
Not excluded. 

Norovirus 

 
Exclude until there has not been a loose bowel 
motion for 48 hours 
 
 

 
Not excluded 

 
Parvovirus (erythema infectiousum 
fifth disease, Slapped cheek) 
 

 
Exclusion is not necessary. 

 
Not excluded. 

 
Ringworm, scabies, pediculosis 
(lice), trachoma 

 
Re-admit the day after appropriate treatment has 
commenced. 

 
Not excluded. 

 
Rubella (german measles) 

 
Exclude until fully recovered or for at least 4 days 
after the onset of rash. 
 

 
Not excluded. 



 
Roseola 

 
Exclusion not necessary 

 
Not excluded 

 
Ross River virus 

 
Exclusion not necessary 

 
Not excluded 

 
Rotavirus infection 

 
Exclude until there has not been a loose bowel 
motion or vomiting for 24 hours 
 

 
Not excluded 

 
Salmonella, Shigella  

 
Exclude until there has not been a loose bowel 
motion for 24 hours 
 

 
Not excluded. 

 
Streptococcal infection (including 
scarlet fever) 

 
Exclude until the child has received antibiotic 
treatment for at least 24 hrs and the person feels 
well. 

 
Not excluded. 

 
Shigella infection 

 
Exclude until there has not been a loose bowel 
motion for 24 hours 
 

 
Not excluded 

 
Toxoplasmosis 

 
Exclusion not necessary 

 
Not excluded 

 
Tuberculosis 
 

 
Exclude until a medical certificate from an 
appropriate health authority is received. 

 
Not excluded. 

 
Typhoid fever (including paratyphoid 
fever) 

 
Exclude until approval to return has been given by 
an appropriate health authority. 

 
Not excluded unless considered 
necessary by public health 
authorities. 

 
Viral gastroenteritis (viral diarrhea) 

 
Exclude until there has not been a loose bowel 
motion or vomiting for 24 hours 
 

 
Not  excluded 

 
Whooping cough 

 
Exclude the child for 5 days after starting antibiotic 
treatment. 

 
Exclude unimmunised household 
contacts aged less than 7 years for 
14 days after the last exposure to 
infection or until they have taken 5 
days of a 14-day course of 
antibiotics. (Exclude  close child care 
contacts until they have commenced 
antibiotics). 
 

 
Worms (intestinal) 

 
Exclude if diarrhoea present. 

 
Not excluded. 

   

 
 
 

Note: The NHMRC recommends that children who are physically unwell should be excluded from 
attending school, pre-school and child care centres. This list should be read in conjunction with the 
National Health and Medical Research Councilôs publication: 

National Health and Medical Research Council. 2012. Staying Healthy in Child Care. 5th Edition,  
 

 

 

 

 



 
 
Death of a Child Policy 
 

Aim 
 
In the tragic event that a child dies at the Education and Care Service, there are certain protocols which must be 
followed for legal purposes and for the concern of all other persons involved. The Educators/Staff will ensure 
immediate and appropriate action is taken to notify relevant authorities in the event of the death of a child. 
 

Legislative Requirements 
 

Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
 

Who is affected by this policy? 
 
Child 
Staff 
Families 
Management 
 

Implementation 
 
Educators/Staff will follow this procedure: 
 

¶ Assess the situation as per service protocols for any immediate danger to other children and staff 

¶ Attempt CPR as per recommended guidelines by only trained first aid staff 

¶ Call 000 ask for an Ambulance immediately 

¶ The Responsible Person will call parents and arrange to meet at the Hospital 

¶ Medical staff will advise parents 

¶ Contact Insurance Company 

¶ Notify Police Department 

¶ Notify the NSW Department of Education and Communities   

¶ Notify Approved Provider  
 

The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 

Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
 

 



 
 
Delivery and Collection of Children (Arrival and Departure) Policy 
 

Aim 
 
To ensure that all Children are in an environment where they can arrive and depart safely from within the 
Education and Care Service.  
 

Legislative Requirements 
 
Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2011 
 

Who is affected by this policy? 
 
Child 
Families 
Staff 
 

Implementation 
 
The following guidelines must be adhered to at all times to ensure the safety of all children: 
 
Arrival: 

¶ It is essential on arrival that all Children are signed IN by a parent or responsible adult. This also assists 
Educators/Staff in the event of evacuation of the Education and Care Service. This is the Parent/Guardianôs 
or Authorised Nomineeôs responsibility. 

¶ An Educator/Staff member will greet and receive the Child at all times. 
 
Departure: 

¶ Nominated Supervisors are to ensure that the authorised pick-up list for each child is kept up to date. 

¶ No Child will be released into the care of any persons not known to Educators/Staff. If Educators/Staff donôt 
know the person by appearance, the person must be able to produce some form of photo identification to 
prove that they are the person authorised to collect the child on the enrolment form. 

¶ Parents must give prior notice where the person collecting the child is someone other than those mentioned 
on the enrolment form, e.g. in an emergency situation. The person nominated by the parent must be able to 
produce some form of photo identification. 

¶ Children are not to be released into the care of persons not authorised to collect the child, e.g. court orders 
concerning custody and access. 

¶ Parents must give prior notice of any variation in the persons picking up the child. If notice is not given, and 
Educators/Staff cannot contact the Parent/Guardian, the child must not be released into the care of that 
person. 

¶ If the person collecting the child appears to be intoxicated, or under the influence of drugs, and 
Educators/Staff feel that the person is unfit to take responsibility for the child, the Educators/Staff are to bring 
the matter to the personôs attention before releasing the child into their care. Wherever possible, such 
discussion is to take place without the child being present. Educators/Staff are to suggest that they contact 
the other Parent/Guardian or emergency numbers from the enrolment form, inform them of the situation and 
request they collect the child as soon as possible. If the person refuses to allow the child to be collected by 
another authorised person, Educators/Staff are to inform the Police of the circumstances, the personôs name, 
and vehicle make/model and registration details. Educators/Staff cannot prevent a Parent/Guardian from 



collecting a child, but do have a moral obligation to persuade a parent/Guardian to seek alternative 
arrangements, if they feel the Parent/Guardian is in an unfit state to accept responsibility for the child. 

¶ It is essential on departure that all children are signed OUT by a Parent/Guardian or Authorised Nominee as 
per enrolment form. This also assists Educators/Staff in knowing who has left the Service. 

¶ At the end of each day 2 Educators/Staff members check the premises to ensure that no child remains on the 
premises after the Education and Care Service closes. 

¶ An Authorised Nominee must be a minimum age of 18 years old to sign a child in or out of the 
Education and Care Service. 

 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 
Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016    Date for next review: October 2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Dental Accidents Policy 
 

Aim 
 
Our Service aims to facilitate the prevention and management of dental trauma in children and   
provide training for child care staff in dental first aid in consultation with public health dentists.  The training will 
include, training staff to be able to identify the difference between deciduous (baby teeth) and permanent teeth, 
and to be skilled in dealing with a dental emergency and applying first aid for a dental injury. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Work Health and Safety Act 2011 
Work Health and Safety Regulations 2011 
 

Who is affected by this policy? 
 
Child 
Parents 
Staff 
Management 
Families 
 

Implementation 
 
Aid for a knocked out or chipped tooth in a younger child if as follows: 
 

¶ If a child has a dental injury where the tooth is chipped or the whole tooth is knocked out: 
Manage as an emergency, inform the parents/family and complete an injury report form. 

¶ Do not reinsert the tooth back into the socket (avulsed deciduous teeth are not usually placed back-as 
they may fuse to the socket and can damage permanent teeth). 

¶ Briefly and gently rinse the tooth or tooth fragments in clean milk or clean water to remove blood and 
place in a clean container or wrap in cling wrap to give to the parent or dentist. 

¶ Seek dental advice as soon as possible and ensure staff or the parent takes the tooth/tooth fragments to 
the dentist with the child. 

¶ First Aid for a knocked out or chipped permanent tooth in an older child or adult 
Manage as an emergency, inform the parents/family and complete an injury report form. 

¶ Gently rinse the tooth fragments in clean milk or clean water for a few seconds to remove excess dirt and 
blood. 

¶ Handle the tooth by its crown (the white enamel top part of the tooth), not its root and be careful not to rub 
off the endothelial fragments on the root of the tooth as these are needed for the tooth to take if replaced 
by the dentist. 

¶ In an adult or older child who can be relied on not to swallow their tooth, it is preferable to replace the 
tooth back into the socket.  (Be certain that the tooth is placed into the socket the correct way round, in its 
original position, using the other teeth next to it as a guide). 

¶ Hold the tooth in place by gently biting on a clean handkerchief or gauze pad. 

¶ If unable to reinsert the tooth, get the casualty to hold the tooth inside the mouth next to the cheek or 
place the tooth in clean milk, sterile saline, or clean water.  Place a firm pad of gauze over the socket and 
have the casualty bite gently on the gauze. 

¶ Seek dental advice as soon as possible and ensure you or the family takes the child to the dentist with the 
tooth/tooth fragments within 30 minutes, as the root endothelial layer begins to deteriorate after 30 
minutes. 



¶ If the tooth has been in contact with dirt or soil, advise the family that tetanus prophylaxis may be required 
and advise them to consult with both their dentist and doctor. 

 

The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 

 

Sources 
 
Australian Dental Association FAQôs www.ada.org.au Retrieved: October 2016 
Raising Children Network http://raisingchildren.net.au  Retrieved: October 2016 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
www.betterhealth.vic.gov.au 
Australian Dental Association (Victorian Branch) Dental Emergencies  
Dept of Human Services (Public Health Division)  
Kids Health Childrenôs Hospital Westmead www.kidshealth.chw.edu.au 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016  Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.ada.org.au/
http://raisingchildren.net.au/


 

 
Dental Health Policy 
 

Aim 
 
 Umina Kids Clubs aim is to establish and reinforce good dental health practices for each child. The Service will 
provide a learning environment that raises dental health awareness, and supports the development of valuable life 
skills and habits for Children and Families 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
 

Who is affected by this policy? 
 
Child 
Parents 
Staff 
Educators 
Management 
Families 
 

Implementation 
 

¶ Arrangements are made for dental health professionals to visit the Service to talk with Children. 
Educators/Staff, and/or families about dental health. 

¶ The Service liaises with families to establish dental health practices that are workable at home and at the 
Service. 

¶ The Service systematically incorporates information on dental health practices into the childrenôs program, 
including tooth brushing, ótooth friendlyô snacks, and going to the dentist. 

¶ Children are encouraged to bring their toothbrush to preschool if eating breakfast at the service. 

¶ The Service will encourage healthy eating habits, and drinking water to quench thirst. 

¶ Children will be encouraged to rinse their mouths with water to remove food debris after every meal or snack. 
(Swish and Swallow) 

¶ Educators/Staff role model good dental health practices. 

¶ The Service will provide information to families on dental health principles relating to different age groups of 
children, as recommended by recognised health and dental health authorities. Wherever possible this 
information will be provided in families home languages. 

¶ Report to the family any sign of tooth caries (decay), any accident, injury or suspected injury to teeth and 
gums, gum swelling, infection in the mouth, or problems, pain or discomfort the child has with chewing, eating 
or swallowing. 

¶ The Service will be aware of dental first aid. 
 

The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 



 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
Staying Healthy in Child Care 5

th
 Edition 2012 

Australian Dental Association ww.ada.org.au  Retrieved: October 2016 
Raising Children Network http://raisingchildren.net.au  Retrieved: October 2016 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.ada.org.au/
http://raisingchildren.net.au/


 
Determining Educational Leader Policy 
 

Aim 
 
The Approved Provider of Umina Kids Club must appoint an Educational Leader in accordance with the National 
Regulations. 
 

Legislative Requirements 
 
Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2011 
 

Who is affected by this policy? 
 
Staff 
Families 
Child 
Management 
 

Implementation 
 
The Approved Provider of the Educational and Care Service will appoint an Educational Leader in writing, who is 
a suitably qualified and experienced educator, co-ordinator or other individual, to lead the development and 
implementation of the educational programs in the Service. This designation needs to be included in the staff 
records, and appointment needs to be in writing. 
 
The Educational Leader should have a thorough understanding of the Early Years Learning Framework and/or My 
Time, Our Place ï Framework for School Age Care to be able to guide other educators in their planning, reflection 
and implementation practices. 
 
The Educational Leader should consider what strategies might be needed to improve the educational program in 
the Service. 
 
The Approved Provider should select the person most suited for this role in the Service after considering the 
suitability of qualifications and experience of educators in the Service. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 

 

Sources 
 
Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016 Date for next review: October 2017 

 

 



 
Determining Responsible Person Policy 
 

Aim 
 
The aim of Umina Kids Clubs is to determine the responsible person that is required to be physically present on 
the premises at all times that the Approved Service operates. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
National Quality Standards 2013 
 

Who is affected by this policy? 
 
Child 
Educators 
Staff 
Families 
Management 
 

Implementation 
 
It is the Serviceôs responsibility to ensure that a Responsible Person is physically present on the premises at all 
times, the Service operates. 
 
A Responsible Person can be: 

1. The Approved Provider (or person in management or control) or 
2. The Nominated Supervisor or 
3. A Certified Supervisor who has consented to be placed in day to day charge of the Service. The Certified 

Supervisor does not have the same responsibilities as a Nominated Supervisor. A Certified Supervisor 
must consent to this nomination in writing. 

 
All of the above must have an Approved Child Protection Statement of Attainment (see Department of Education 
and Communities website). 
 
The Approved Provider will ensure: 

¶ Nominated and Certified Supervisors have a clear understanding of the role of the Responsible Person. 

¶ The Responsible Person is appropriately skilled and qualified. 

¶ A Responsible Person is physically present at the Service. 
 
The Approved Provider/Nominated Supervisor must ensure that records are kept of the Responsible Person at 
any given time, and that a record of who is the Responsible Person on duty, is on display in a prominent position 
in the foyer of the Service. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 

 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
Guide to the National Quality Standard 2013 
Department of Education and Communities www.det.nsw.edu.au 

http://www.det.nsw.edu.au/


 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016    Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Development & Educational Policy 
 

Aim 
 
Umina Kids Clubs will ensure the development and educational needs of all children will be met.  
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
 

Who is affected by this policy? 
 
Educators 
Children 
Families 
Staff 
 

Implementation 
 
The Approved Provider/Nominated Supervisor of Umina Kids Club will develop policies for the development and 
education of all children attending. 
 
This will be done through individual policies associated with development and education. These policies will be 
located in the Development and Education section of the policy manual. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 



 
 
 

Development and Education Policy. 
Aim: The children are provided with flexible programs that reflect their individual interests as well as 
support their changing developmental needs. The program aims to stimulate and develop each childõs 
awareness of his/her uniqueness, self-esteem and assertiveness. To develop a childõ ability to understand 
and communicate. To develop and encourage problem solving, investigating and self-discovery. To further 
develop motor skills and social interaction and well as creativity and morals. 
 
Programs will be developed to reflect the staffsô familiarity to the Early Years Learning Framework for Australia. The 
children will be freely allowed to select experiences and add to the daily agenda for morning meeting. 
 
Parents are encouraged to provide feedback and input into the program in the following ways: 

¶ Enrolment forms that include parent goals. 

¶ Evaluation/ feedback sheets with projects 

¶ Parent nights 

¶ Hopes and dreams letters 

¶ Adding items for the daily agenda/ parent input to program sheet. 
 
Each rooms program will reflect its goals and objectives that are formed using the information provided by the 
parents regarding their goals, hopes and dreams for their child as well as the staffôs goals and objectives for the 
children. The childrenôs interests and the information regarding childrenôs developmental progress and parent aims 
will guide the program. The written program will always be on display. The program will look at the childrenôs 
abilities and extend on their strengths, it will have a balance of indoor and outdoor experiences stimulating and 
developing each childôs social, physical, emotional, cognitive, language and creative potential. 
 
The program will understand the cultural, gender and socio-economic diversity of Australia as a diverse Nation. 
Children are encouraged to respect and honor their own work as well as that of their peers. Presenting the program 
as it happens, within their environment where they can reflect on it will do this.  
 
The children will be assisted in their transition to school by writing letters to their schools, seeing photos of their 
schools, inviting the teachers from their schools to visit them at preschool. The staff at the centre will maintain close 
links with the local schools and other early childhood programs. The staff will visit other early childhood programs, 
and work with parents to make transitions as smooth as possible. Daily program evaluation will serve as daily 
program information for parents as well as a tool for staff reflection. 
 
Staff will regularly evaluate their programming and documenting practices in line with new information and ensure 
the program always reflects the philosophy of the service. 
 
Each childôs development will be matched to the learning outcomes from the Early Years Learning Framework. 
These outcomes will be recorded during the entire time the child is at the center and will show their ability to meet 
the outcomes in each area as they have grown and expanded their knowledge over the years. 
 
Policy formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2014, October 2015 and October 
2016. 
To be reviewed in October 2017. 
Reference: Belonging, Being and Becoming. The Early Years Learning Framework for Australia. DEEWR, 2009.  
 Education and Care Services National Regulations 2011. 
Guide to the National Quality Standard 2013. 
Challenge ð Reggio Australia Information Exchange Journal. 



 
Educator/Staff Grievance Policy 
 

Aim 
 

 Umina Kids Clubs are committed to ensuring that Educator and Staffôs work related problems, concerns or 
complaints are resolved to further ensure an effective work environment that is productive and well maintained. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
Early Childhood Australia Code of Ethics 
Fair Work Ombudsman 
Fair Work Act 2009 
 

Who is affected by this policy? 
 
Educators 
Staff 
Management 
Students 
Volunteers 
 

Implementation 
 
Educators or other Staff members who have a grievance should talk directly to the Educator or other Staff 
member they have the grievance with. Together, they should try to resolve the issue and develop possible 
solutions to ensure the situation does not arise again. 
 
If the Educators or other Staff members are unable to resolve the grievance they should talk to the Approved 
Provider/Nominated Supervisor as soon as possible. The Approved Provider/Nominated Supervisor will try all 
avenues to solve the problem at the Education and Care Service level. If this is not possible the Approved 
Provider/Nominated Supervisor will call on Management to mediate the situation. The Approved 
Provider/Nominated Supervisorôs role is to be non-judgmental, unbiased and fair. 
 
It is not ethical to involve other Educators and/or Staff members or parents in an individual concern, and it is not 
ethical to have that concern affect Educator/Staff relationships. It is also not appropriate to involve outside 
agencies before seeing the Approved Provider/Nominated Supervisor and Management with your concerns. 
 
Educator/Staff members are always encouraged to communicate openly with Management, the Approved 
Provider/Nominated Supervisor, and other Staff members and to discuss any concerns informally, or at 
Educator/Staff meetings. Working as a team is also encouraged, and having respect for other members of the 
team is imperative. 
 
At all times Management will address and respond to issues appropriately and maintain confidentiality. Only 
relevant Educators/Staff will be advised of the outcomes of any grievances and resolutions. 
The Approved Provider/Nominated Supervisor will ensure that this policy in maintained and implemented 
at all times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2013 



Guide to National Quality Standards 2014  
NSW Department of Education & Communities  
Early Childhood Australia Code of Ethics 
Fair Work Ombudsman 
Fair Work Act 2009 
  

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016  Date for next review: October 2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Educator/Staff Meeting Policy 
 

Aim 
 
Regular Educator/Staff meetings are an essential part of the smooth running of  Umina Kids Club. Educator/Staff 
meetings allow all staff to have input into decisions being made, act as a means of receiving and discussing 
information, discussing any concerns and the quality improvement of the Education and Care Service. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2011 
Early Childhood Australia Code of Ethics 
 

Who is affected by this policy? 
 
Educators 
Staff 
Management 
Child 
 

Implementation 
 
 
The Education and Care Service will hold an Educators/Staff meeting approximately once every 2 months, at a 
time convenient to Educators. and Staff. Educators/Staff meetings cannot be successfully held during the normal 
opening hours of the centre as this means that: 
 
a) Not all Educators/Staff members could be involved at once due to supervision requirements. 
Guidelines for meetings: 
 
a) The length of time for meetings. Meetings will go for approximately 1 ½ hours, this does however; 

depend on the issues to be discussed and how many issues need consideration. 
b) The roles and responsibilities of Educators/Staff at meetings.  
   The Approved Provider/Nominated Supervisor will chair the meeting.  
  The Approved Provider/Nominated Supervisor will give a report. 
  Management will give a report. 
c) The Format of the Agenda. The Agenda will be available for staff to add items to. The Agenda will be 

displayed in a prominent place in the staffroom.  
d) Educators/Staff are able to:  

¶ Raise and discuss issues & concerns. 

¶ Evaluate any grievances and negotiate solutions for these as well as identify any re occurring 
patterns of grievances. 

¶ Have a means for receiving, sharing and discussing information. 

¶ Have input to discussions being made. 

¶ Educators and other Staff members who have attended training prior to the staff meeting will be 
expected to pass on all relevant information to ensure all Educators and Staff are kept up to date 
with the latest information.   

¶ Housekeeping will not be addressed at staff meetings; this will be addressed through the 
housekeeping folder in the staff room.                             

e) Steps to be taken in decision-making. If a decision cannot be made so that all Educators and Staff are 
happy, the Approved Provider/Nominated Supervisor or Management, depending on the issue raised, will 
step in and make an informed decision. If there is not enough information to make a decision, a staff 
member may be nominated by the Approved Provider/Nominated Supervisor to do some research. All 
decisions made are on a trial basis and are then discussed again at the next meeting. This process 
continues until a policy or procedure can be implemented that meets the needs of children, parents, 
and/or Educators and other Staff. 

 



Minutes are to be taken of all meetings. Minutes should be available to Educators and Staff within a week of the 
meeting in the staff meeting minutes folder in the office. The copy of the minutes will be kept on file by the 
Approved Provider/Nominated Supervisor.  
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to National Quality Standards 2013 
Early Childhood Australia  
NSW Department of Education & Communities  
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Educators and Other Staff Orientation Policy 

Aim 
 
All new Educators and other Staff will receive an orientation to the Education and Care Service and their position, 
which will provide them with introductions, clear expectations about their working arrangements, job descriptions and 
explanations about the operations, philosophy, policies and procedures of the centre where possible before 
commencement of their duties. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Work Health and Safety Act 2011 
Work Health and Safety Regulations 2011 
National Quality Standards 2013 
 

Who is affected by this policy? 
 
Educators 
Staff  
Management 
 

Implementation 
 
Before commencement, all new Educators and other Staff will meet with the Approved Provider/Nominated 
Supervisor who will: 

¶ Show the new Educators or other Staff around the Education and Care Service and provide introductions to the 
other Educators and Staff. 

¶ Complete a staff induction form with the new employee.  

¶ Discuss and highlight relevant and important aspects of the Staff Handbook such as Service philosophy, Work 
Health and Safety, Child Protection Policy, Grievance Procedures, and allow Educators and other Staff to 
familiarise themselves with the procedures and policies. 

¶ Show Educators and other Staff members the location of where the Serviceôs Policy and Procedures 
Manual/Digital copy, Regulations, and Award/Industrial Agreements are kept, and advise that they are available 
at all times. 

¶ Induct and train the staff member with relevant procedures and techniques in relation to Work Health and Safety 
and Child Protection responsibilities. 

¶ Provide the new Educators or other Staff with relevant forms in relation to taxation, superannuation, and payment 
of salary. 

¶ Advise the new Educators or other Staff about the centre's management structure and their lines of responsibility 
and communication with management. 

¶ Provide the new Educators or other Staff with their Job Description and discuss their working arrangements and 
the Services expectations of them. 

¶ Clarify any questions in regard to the employeeôs contract of employment. 

¶ Allow the new Educators or other Staff to spend some time in their designated work area so they may be 
introduced to the children, parents, and other staff. 

¶ At the end of their first week of employment the Approved Provider/Nominated Supervisor will meet with the new 
Educator or other Staff to clarify their role further and address any questions the new employee may have. 

 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 



Childrenôs and Young Persons (Care and Protection) Act 1998  
Childrens Services Award 2010 
Educational Services (Teachers) Award 2010  
National Employment Standards 
Federal awards www.fairwork.gov.au Retrieved: October 2016 
Fair Work online www.fairwork.gov.au  Retrieved: October 2016 
WorkCover NSW www.workcover.nsw.gov.au Retrieved: October 2016 
Staying Healthy in Child Care 5

th
 Edition 2012 

Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to National Quality Standards 2013  
Australian Childrenôs Education & Care Quality Authority  
NSW Department of Education & Communities  
 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
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http://www.workcover.nsw.gov.au/


 
Educators/Staff Returning After a Period of Extended Leave Policy 
 

Aim 
 
To effectively re introduce an educator or other staff member to the Education and Care Service after a period of 
extended leave, whilst maintaining continuity of care and minimal disruption for Educators, Staff, Children and 
their Families. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
Early Childhood Australia Code of Ethics 
 

Who is affected by this policy? 
 
Educators 
Staff 
Families 
Child 
Management  
 

Implementation 
 
 Umina Kids Club will endeavor to re-introduce any Educator or other Staff member who has been on extended 
leave in the following manner: 

¶ Where possible have the Educator or Staff member come in and re familiarise with routines, staff, 
environment, children and their families prior to starting work again. 

¶ The Educator or Staff member will be notified of any changes to policies and procedures. 

¶ The Educator or Staff member will be provided with updated and significant information about the children and 
families in their care. 

¶ Parents will be notified of an Educatorôs or Staff members return to work. 

¶ Staff development and training will be offered if required. 

¶ If the period is due to illness, all medical certificates must be provided to help management and the Educator 
or Staff member negotiate, any special conditions in accordance with Work Health and Safety and Insurance 
guidelines. 

¶ The staff induction checklist will be completed again. 
(Refer to Injury Management Policy for returning after an Injury) 
 
The Approved Provider/Nominated Supervisor will ensure that this policy in maintained and implemented 
at all times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to National Quality Standards 2013 
NSW Work Health and Safety Act 2012 



Work Health and Safety Regulations 2011 
NSW Department of Education & Communities  
Early Childhood Australia Code of Ethics 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Emergency and Evacuation Procedures Policy 

Aim 

 Umina Kids Clubs aim is to provide sufficient, appropriate equipment and resources that are available when 
dealing with any emergency or critical incident likely to impact on the Service, to ensure that evacuations are 
carried out as smoothly as possible. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
 

Who is affected by this policy? 
 
Child 
Staff 
Management 
Visitors 
 

Implementation 
 

Management is responsible for ensuring: 

¶ All equipment, including warning, alarm and communication systems, fire detectors and fire extinguishing 
equipment etc. is maintained in accordance with the manufacturerôs /installerôs instructions and that 
maintenance records are retained for two years. 

¶ The Serviceôs security alarm system is appropriately maintained in line with the installerôs instructions. 

¶ All emergency and exit signs are clearly visible. 

¶ All persons in, at or near the Service are aware of their role and responsibilities in the event of an 
emergency or critical incident and that it is documented in their position description (where applicable). 

¶ All persons, in, at or near the service are appropriately trained for their role in the event of an emergency 
or critical incident and that any records of training are retained. 

¶ Emergency and/or critical incident reporting, response and evacuation procedures or instructions are 
documented. 

¶ Emergency and evacuation procedures are prominently displayed, in relevant positions, throughout the 
Service. 

¶ An evacuation plan that includes a clear diagram of the escape route and assembly area is prominently 
displayed in each room of the Service. 

¶ Notices that clearly outline emergency contact telephone numbers are displayed adjacent to all telephone 
outlets in the Service. 

¶ Access to firefighting equipment is maintained at all times and that the equipment is appropriately 
signposted. 

¶ That only qualified, accredited persons install, repair and/or maintain electrical equipment.  

¶ Access/escape routes and emergency exits are clear of obstructions at all times (that is, objects and/or 
vehicles are kept at least two (2) metreôs from any exit).  

¶ The relevant government health and safety authority is notified in the event of a serious emergency or 
critical incident.  



¶ Counseling and debriefing services are made available for all those involved in an emergency/critical 
incident situation where required. (The level of debriefing and/or counseling that may be required will vary 
according to the extent of the emergency and/or casualties, any difficulties experienced in implementing 
emergency procedures etc.). 

¶ The Approved Provider must ensure that emergency and evacuation procedures are rehearsed every 3 
months by the Nominated Supervisor, staff members and children. 

¶ The rehearsal of emergency and evacuation procedures are documented. 
 
Employees are required to: 

¶ Become familiar with the layout of the building, the sound and duration of the alarm system used by the 
service, the nearest exit routes, assembly locations etc. 

¶ Cooperate with, and follow any instructions given by members of the emergency/incident control group 
and/or emergency services in the event of an emergency/critical incident (real or practice drill). 

¶ Ensure security arrangements, computer passwords and back up details etc. are kept confidential. 

¶ Store their personal belongings out of sight, wherever possible. 

¶ Report maintenance issues as soon as is reasonably practicable, particularly in relation to outdoor 
lighting. 

¶ Ensure tool boxes are securely stored out of sight when not in use. 

¶ Avoid wearing expensive jewellery or bringing large sums of money to work. 

¶ Open and close the service in pairs. 

¶ Check on arrival that ónormal conditionsô are prevailing. 

¶ Close and lock all windows, and draw the curtains/blinds when closing the Service.  

¶ Securely store all equipment at the end of each day. 

¶ Check the sign out book and attendance register before finally closing the Service.  

¶ Set the alarm before closing the Service. 

¶ Notify management if they are working at the Service outside of regular operating hours.  

¶ Park their cars as near as possible to the Service particularly if they are leaving after sunset. 
 

The chief warden (Supervisor) is responsible for:  

¶ Informing all those in, at or near the Service of their role and responsibilities in the event of an emergency 
or critical incident. 

¶ Scheduling practice sessions (for example, one full week every three (3) months and when new 
employees join the Service). 

¶ Sending out advance notice of each drill (including the date and approximate time) to all employees to 
encourage their understanding and cooperation. (Note: If employees are advised of practice drill they will 
recognise alarm activation without notification as a ónon-drillô situation). 

¶ Ensuring all employees recognise the alert and evacuation signals and know the relevant procedures, 
escape routes, and assembly area(s). 

¶ Supervising, recording, reviewing and evaluating (in conjunction with other members of staff) each 
practice drill and implementing improvements to the procedures as required. 

 
In relation to unwelcome intruders, robberies and general security, proactive risk control measures 
implemented at the Service include: 

¶ Access points to the Service are limited and are properly secured at all times. 

¶ The identification of all non-regular persons wishing to enter the service is checked before access is 
provided (for  example, via a photo ID). 

¶ Keys are issued on a strict needs only basis, and recovered when an employee leaves the Service. 

¶       Employees open and close in pairs. 

¶ The internal and external areas of the Service are well lit at all times when persons are present. 

¶ Wherever possible, external doors are locked. 

¶ Employees are encouraged to be alert for suspicious persons, motor vehicles, incidents within or outside 
the  premises. 

¶ The workplace is kept clear of potential weapons. 
 

In relation to gas leaks, proactive risk control measures implemented at the Service include: 

¶ Minimum gas quantities are stored. 
 
In relation to fire, proactive risk control measures implemented at the Service include: 

¶ Exhaust fans are regularly cleaned to prevent residue build-up. 

¶ Waste is appropriately stored and regularly removed.  



¶ Smoke detectors and fire fighting equipment are installed and maintained according to the manufacturerôs 
instructions, and Australian Standards. 

¶ Appliances are checked for faults (for example, frayed cords) before use. 

¶ The use of extension cords, double adaptors etc. is discouraged. 

¶ The clothes dryerôs lint filter is cleaned after every use.  
 
In relation to snakes, spiders, insect bites, stings etc., proactive risk control measures implemented at the 
Service include: 

- The outdoor play areas are checked daily for nests, webs, holes, hives etc. 
- The children are regularly reminded to alert educators/staff if they find a snake, spider etc. and to not 

provoke or attempt to touch any animals/insects/spiders that they do observe. 
- Waste disposal areas are kept clean. 

 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
NSW Work Cover www.workcover.nsw.gov.au Retrieved: October 2016 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
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Employment of Staff Policy 
 

Aim: To ensure the most suitable person for the position available at the centre is employed 
and that the person is a fit and proper person to be a member of the primary contact staff. 
¶ As required by the commission for children and young peopleôs Act 1998 preferred applicants for a primary 

contact staff position will be screened. Any person convicted of a serious offence will not be permitted to 
undertake or remain in employment. 

 
Staff will be interviewed by the director prior to employment to ensure they  

¶ Have relevant qualifications to the position. 

¶  Except in the case of a trainee, have had experience in caring for children. 

¶ Show an understanding that the environment of the service must be safe for the children. 

¶ Have a basic knowledge of the stages of physical, emotional, cognitive, social and cultural development of 
children. 

¶ Have a basic knowledge of activities and learning experiences that are appropriate for the various age and 
stage development of children. 

¶ Have a basic knowledge of health, hygiene and nutrition needs of children. 
Show understanding and commitment to óBelonging, Being and Becomingô The Early Years Learning Framework for 
Australia. 
 
Prior to commencing working at the centre all new staff will receive and be expected to complete some parts of the 
staff induction checklist all other parts of the staff induction must be completed within two weeks of commencing 
work at the Centre. 
 
Staff returning to work after leave of more than six months will also complete a new staff induction again. 
  
A person under the age of 18 years of age will not be employed as a primary contact staff member. 
All primary contact staff employed at the centre will be made aware of their responsibilities under the child 
protection legislation. 
 
The Centre will employ Three early childhood teachers as per regulation requirements. At least one primary contact 
staff member will hold a Diploma of Community Service, or a child care certificate or some other approved 
qualification as per regulation requirements. The staffing requirements will be in accordance with the regulations as 
per the number and age of children enrolled at any given time. 
 
All staff will be subject to a óworking with children checkô clearance before commencing employment 
Staff will be employed under the N.S.W. state awards which or new Fair work Australia workplace awards, as is 
applicable to their qualifications. 
 
Policy Formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2014, October 2015 and 
October 2016. 
To be reviewed in October 2017. 
References: Education and Care Services National Regulations 2014, Guide to the National Quality 
Standard 2013, Fair Work Australia, 2010. 
 
 

 

 



 

 

 

 

 
Enrolment and Orientation Policy 
 

Aim 
 
 Umina Kids Club aims to ensure that each childôs enrolment is completed as per our legal requirements. 
Additionally, we aim to ensure that each child and their family receives an enrolment and orientation process that 
meets their needs, allowing the family and child to feel safe and secure in the level of care that we provide, and 
their new environment.  
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2011 
NSW Department of Education & Communities  
Child Care Service Handbook 2013-2014 
 

Who is affected by this policy? 
 
Educators 
Staff 
Children 
Families 
Community 
Visitors  
Management 
 

Implementation 
 
Our service accepts enrolments of children aged between 0-6 years.  
Enrolments will be accepted providing: 

- The maximum daily attendance does not exceed the licensed capacity of the Service. 
- A vacancy is available. 
- Child ratios for groups are maintained.  
- Priority of access guidelines are met, as set by DEEWR. 

When a family has indicated their interest in enrolling their child into our Education and Care Service the 
following will occur: 

¶ A tour of our Education and Care Service will be organised and conducted. During this tour, the 

Approved Provider/Nominated Supervisor/Educator conducting the tour will give the family 

information about the Service including, but not limited to, programming ethos, meals,visitors , 

excursions, inclusion, fees, policies, our status as a Sun Smart Service and the responsibility our 

Service has to ensure Sun Safe practices, Regulations for our state and the Assessment and 

Rating process under the National Quality Standards, signing in and out procedure, the National 

Quality Framework, room routines, Educator and other staff qualifications, introduction of 

Educators/Staff in the room the child will be starting in and Educator/staff and parent 

communication. Families are also invited to ask any questions or raise any concerns they may 

have. 



¶ Families are given the Serviceôs Parent/Guardian Policy Handbook to read, and are invited to ask 

questions. and provide feedback or suggestions.  

¶ Discussions are held between staff and families regarding availability of days, a start date and 

tailoring an orientation process to suit the needs of the family and child.  

¶ Families are informed of the Priority of Access Policy, and have their position assessed as to 

how they place within this system. Any matters that are sensitive of nature, such as discussing a 

childôs medical needs or Court Orders, will be discussed privately with the Approved Provider/ 

Nominated Supervisor at this time. We request families begin to fill out enrolment forms, and 

provide us with background information so we can accommodate their needs in the Education 

and Care Service from the first day of their enrolment.  

¶ Should a child speak English as a second language, we request that families provide us with 

some key words in the language the child speaks at this time so Educators/Staff can assist in 

meeting the childôs needs. We will seek to have all service information translated for the family. 

¶ Families also need to contact the Family Assistance Office (Centrelink) to have their eligibility for 

Child Care Benefit assessed. If these details are available, we will complete the childôs formal 

enrolment. Should a family still need to access this information, we will complete an informal 

enrolment until these details are finalised.  

¶ As per our Child Orientation Policy, families will be invited to bring their child into the Education 

and Care Service at a time that suits them so the child and family can familiarise themselves with 

the environment.  

¶ Before the child begins their first day with us, the Education and Care Service must have all 

required documentation for the child. The child will not be accepted into the Service without this 

being completed.  

On the childôs first day: 

¶ The child and their family are welcomed into the relevant room for the first day.  

¶ We will ensure all details are finalised, and complete the Orientation Checklist. 

Other information about our Education and Care Serviceôs enrolment includes: 

¶ We will try and accommodate families so that children from the same family can attend our 

Service. This will be carried out in line with our obligations under the Priority of Access Policy. 

¶ We encourage all families to consider immunising their children. Please see our Immunisation 

Policy for further information.  

The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 

 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to National Quality Standards 2013  
Work Health and Safety Act 2011 
Work Health and Safety Regulations 2011 
Child Care Service Handbook 2013-2014 
Child and Young Persons (Care and Protection) Act 1998 
Australian Childrenôs Education & Care Quality Authority  
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
 

 

 

 

 

 



 

 

 

 

 

 

 

 

 
 
 
 
 

Environmental Sustainability Policy 
 

Aim: To create, encourage and increase awareness of environmental responsibility and how this 
information can guide centre practices. To create practices which can be incorporated into our program 
and our daily routines, and which involve educators, children, families and the community. 
 
Umina Kids Clubs will promote childrenôs awareness of the environment through daily practices, resources and 
interactions. We will encourage sustainable practices within the centre and encourage educators, children and 
families to become advocates for ña green communityò.  
Sustainable practices within our daily routines will include: 

¶ Recycling 

¶ Gardening 

¶ Energy conservation 

¶ Water conservation 

¶ Limiting waste resources eg, paper and printing. 
 
Educators will include recycling as part of the everyday practice, recycling paper items, containers and food 
scrapes to our compost garden. 
Educators will discuss sustainable practices and involve the use of visitors to the service such as Sita or Theis 
to explain how the recycling process works once it leaves the service. 
Educators will implement a compost/worm farm to reduce food waste from the centre. Children will be involved 
in understanding what foods can be composted, and in maintaining the worm farm. 
 
Educators will role model energy and water conservation practices. The service will support these practices with 
the instillation of natural lighting, sky lights, water tanks, dual flush toilets, self-timed hand washing taps and 
minimising the use of air conditioning. 
 
Educators will be thoughtful in the decisions for purchasing of equipment and give thought to what can be 
reused or reconditioned in a new way to create interesting learning materials. 
 
The service and educators will look to source local resource people to come and work alongside the children to 
extend their sustainable practices. Educators will also look for places of inspiration that the children may visit 
which will increase their awareness and interest in living sustainably.  
 
The centreôs program of experiences will encourage educators and children to engage in innovative practices 
and appreciate the wonderment of the natural world while protecting the planet for future generations. 

 
 
References: 
www.earlychildhoodaustralia.org.au retrieved October 2016 

http://www.earlychildhoodaustralia.org.au/


Greening services practical sustainability, Research in practice series. Vol 14 Number 3 2007 
Guide to the National Quality Standard 2013 
Policy formatted in: October 2012 
Reviewed: October 2013, October 2014 and October 2015. 
To be reviewed in October 201. 
 

 

 
Equal Opportunity Policy 
 

Aim 
 
 Umina Kids Club is committed to the principles of Equal Opportunity in relation to community access to the 
Education and Care Service and the appointment of Educators and other staff.  Individuals will be treated with 
respect regardless of their gender, race, religion, age, impairment, marital status, political conviction, 
pregnancy, family responsibility or family status.  Umina Kids Club will actively promote the positive aspects of 
diversity and encourage acceptance and appreciation of individual differences.  

 

Legislative Requirements 
 
Equal Employment Opportunity (Commonwealth Authorities) Act 1987 
Anti Discrimination Act 1977 
A New Tax System (Family Assistance) Act 1999  
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
 

Who is affected by this policy? 
 
Educators 
Staff 
Children 
Parents 
Families 
 

Implementation 
 

¶ The Education and Care Service  will have up to date information regarding Equal Opportunities Legislation. 

¶ Parents, Educators and other staff will be given clear instructions about the Commonwealth "Priority of Access 
Guidelines". 

¶ Equal Opportunity principles will be an integral part of the centre's daily programs and routines.  Children will be 
given positive experiences which encourage equal opportunity. Programs will actively include opportunities for the 
children to experience diversity of culture, gender roles etc. 

¶ Educators and all other staff will treat individual children and their families with respect. They will take into account 
individual differences in language, attitudes, abilities, assumptions and expectations. 

¶ Children who have a disability will not be discriminated against and will be afforded access to the Education 
and Care Service where: 

- a place exists. 
- they meet the required priority of access guidelines. 
- the serviceôs resources are able to adequately care for the child. 

¶ All staff will be selected and employed according to equal opportunity guidelines. 

¶ Where the Community, Education and Care Service, comprises of a particular ethnic group, management will 
make every effort to include workers from that group at the service. 

http://www.google.com.au/url?sa=t&rct=j&q=equal%20employment%20opportunity%20act%201987&source=web&cd=2&sqi=2&ved=0CC0QFjAB&url=http%3A%2F%2Fwww.comlaw.gov.au%2FDetails%2FC2004C00712%2F026f40ef-ad72-4b70-a23a-16476215f494&ei=H323TredMoiQiQfbtpHrAQ&usg=AFQjCNFmHImuzF_uXsyCsUQ4jj3rHbFShA


¶ Applicants with disabilities who apply for advertised positions will be assessed according to the selection 
criteria and will not be discriminated against because of their disability. 

¶ During orientation the Education and Care Service will provide relevant information to Educators and Staff 
concerning procedures to be followed in the event of harassment or discrimination in the workplace. Sexual 
harassment is any deliberate verbal or physical sexual conduct that is unwelcome and uninvited. All employees 
will be provided with information which defines the range of behaviours that constitute harassment. 

¶ Clear guidelines on Grievance Procedures will be developed in accordance with the State and Federal Equal 
Opportunity Legislation and made available to Educators and all Staff Members. 

 

¶ The Approved Provider/Nominated Supervisor will be trained to: 
- identify discriminatory and harassing conduct; 
- publicise Equal Opportunity policy and complaints procedures to all Educators and other Staff; 
- train all Educators and other Staff on the steps to report current complaints; 
- investigate and document complaints. 

¶ No Child, Parent, Educator or other staff member or potential staff member will be excluded from the 
Education and Care Service due to living with HIV/AIDS. 

- Information about a child, parent or staff member living with HIV/AIDS will be kept strictly confidential at 
all times. 

- Educators and all other Staff will follow universal hygiene procedures to eliminate any risk of HIV/AIDS 
transmission in the centre. 

 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 
Educational Services (Teachers) Award 2010  
Childrens Services Award 2010 
National Employment Standards 
Federal Awards www.fairwork.gov.au Retrieved: October 2015 
Equal Employment Opportunity (Commonwealth Authorities) Act 1987 
Anti-Discrimination Act 1977 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to National Quality Standards 2013 
NSW Department of Education & Communities www.det.nsw.edu.au Retrieved: October 2016 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016    Date for next review: October 2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.fairwork.gov.au/
http://www.google.com.au/url?sa=t&rct=j&q=equal%20employment%20opportunity%20act%201987&source=web&cd=2&sqi=2&ved=0CC0QFjAB&url=http%3A%2F%2Fwww.comlaw.gov.au%2FDetails%2FC2004C00712%2F026f40ef-ad72-4b70-a23a-16476215f494&ei=H323TredMoiQiQfbtpHrAQ&usg=AFQjCNFmHImuzF_uXsyCsUQ4jj3rHbFShA
http://www.google.com/url?sa=t&rct=j&q=anti%20discrimination%20act%201977&source=web&cd=2&ved=0CDEQFjAB&url=http%3A%2F%2Fwww.legislation.nsw.gov.au%2Fmaintop%2Fview%2Finforce%2Fact%2B48%2B1977%2Bcd%2B0%2BN&ei=xX63TraaNoqyiQejus3dCA&usg=AFQjCNHl2g7GQC5Mte9KaA8FnkPUqp9IRA
http://www.det.nsw.edu.au/


 

 

 

 

 

 

 
Equipment Policy 
 

Aim 
 
All equipment & toys purchased for the Service will meet Australian Safety Standards & be appropriate to the 
developmental stages, interests and culture of the children in care.  Toys of war are considered inappropriate to the 
Service's aim of providing a safe and caring environment. 
 
All Educators and other Staff members will be diligent to ensure that all equipment and toys are kept in a thoroughly 
safe, clean and hygienic condition and in good repair at all times, and stored in a safe manner. Children will be taught 
to use equipment appropriately. 
 
In consultation with Educators and other Staff, the Approved Provider/Nominated Supervisor will determine which 
equipment is most appropriate taking into account; durability, easy maintenance, cost, benefit to the children's 
program.   
 

Legislative Requirements 
 
Australian Standards; Fair Trading Act 1987 (NSW) 
Competition and Consumer Act 2010 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
 

Who is affected by this policy? 
 
Children  
Families 
Staff 
Management 
 

Implementation 
 
 

¶ The Approved Provider will be responsible for the purchase of all new items of equipment. 
 

¶ Educators and Staff input on compiling a prioritised list of items of equipment will be sought at least twice a 
year. 

 

¶ Parents/Guardians will be invited to provide information about the toys/activities their children enjoy at the 
time of enrolment and at intervals thereafter. 

 

¶ All new equipment will be checked against Australian Safety Standards. 
 

¶ Children will be carefully introduced to new toys & pieces of equipment and taught how to use and care for 
them appropriately. 

 



¶ Equipment that should only be used under supervision will be stored in a safe place. 
 

¶ Children will only use a trampoline whilst under the direct supervision of an adult staff member.  
 

¶ Equipment will be checked regularly by the staff to ensure it is in a clean and safe condition.  
 

¶ All equipment purchased for the Service will be within budget limitations. 
 

Further reading: 
Toy Safety checklist: 
http://www.choice.com.au/Reviews-and-Tests/Babies-and-Kids/Fact-sheets/Safety/Toy-
safety/Page/Toy%20safety%20checklist.aspx 
 
Fixed and Mobile equipment: 
http://www.kidsafensw.org/imagesDB/wysiwyg/MoveableEquipment2014.pdf 
 
http://www.kidsafensw.org/imagesDB/wysiwyg/PlaygroundSafetyManagementSystem2014.pdf 
 
Sandpits: 
http://www.kidsafensw.org/imagesDB/wysiwyg/Sandpits2014.pdf 
 
Trampolines ; 
http://www.kidsafensw.org/imagesDB/wysiwyg/Trampolines2014_1.pdf 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at 
all times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Work Health and Safety Act 2011 
Work Health and Safety Regulations 2011 
Choice www.choice.com.au Retrieved: October 2016 
Product Safety Australia www.productsafety.gov.au Retrieved: October 2016 
Product Safety Recalls Australia www.recalls.gov.au Retrieved: October 2016 
WorkCover www.workcover.nsw.gov.au Retrieved: October 2016 
Kid Safe NSW fact sheets 2011 www.kidsafensw.org Retrieved: October 2016 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016  Date for next review: October 2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.choice.com.au/Reviews-and-Tests/Babies-and-Kids/Fact-sheets/Safety/Toy-safety/Page/Toy%20safety%20checklist.aspx
http://www.choice.com.au/Reviews-and-Tests/Babies-and-Kids/Fact-sheets/Safety/Toy-safety/Page/Toy%20safety%20checklist.aspx
http://www.kidsafensw.org/imagesDB/wysiwyg/MoveableEquipment2014.pdf
http://www.kidsafensw.org/imagesDB/wysiwyg/PlaygroundSafetyManagementSystem2014.pdf
http://www.kidsafensw.org/imagesDB/wysiwyg/Sandpits2014.pdf
http://www.kidsafensw.org/imagesDB/wysiwyg/Trampolines2014_1.pdf
http://www.choice.com.au/
http://www.productsafety.gov.au/
http://www.recalls.gov.au/
http://www.workcover.nsw.gov.au/
http://www.kidsafensw.org/


 

 

 

 

 

 
Ethical Conduct Policy 

Aim 
 
 Umina Kids Club has adopted the Model Code of Conduct which sets out the minimum requirements of 
behaviour for employees in carrying out their duties. The Model Code of Conduct assists employees to 
understand the standards of conduct that are expected of them. It enables them to fulfill their statutory duty to act 
honestly and exercise care and also assists them to act in a way that enhances the communityôs confidence in the 
integrity of childrenôs services.  
 
KEY PRINCIPLES:  
The Model Code of Conduct for our services is based on the following key principles:  
 

¶ Integrity  

¶ Selflessness  

¶ Respect  

¶ Honesty  

¶ Leadership  

¶ Accountability  

¶ Objectivity 

¶ Openness 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Early Childhood Australia Code of Ethics 
National Quality Standards 2011 
Children and Young Persons (Care and Protection) Act 1998 
Ombudsman Act 1974 
 

Who is affected by this policy? 
 
Educator 
Staff 
Management 
 

Implementation 
 
General Obligations  
 
You must avoid conduct that:  

¶ Is detrimental to the pursuit of the aim of the centre. 

¶ Is improper or unethical.  

¶ Is an abuse of power. 

¶ Causes or involves intimidation, harassment or verbal abuse.  

¶ Causes or involves discrimination, disadvantage or adverse treatment in relation to employment.  

¶ You must act lawfully, honestly and exercise diligence.  



¶ You must treat others with respect at all times.  
 

 
Fairness and Equity  
 
You have an obligation to consider issues fairly and consistently. That being, you must take all relevant facts into 
consideration and you must not take irrelevant matters into consideration when making decisions.  
 
Harassment and Discrimination  
 
You must not harass or discriminate against others, or support those who do the same.  
 
Development Decisions 
 
It is your duty to ensure that decisions are properly made and that parties involved are dealt with fairly.  
 
If there is any uncertainty about the ethical issues around an action or decision you are about to take, you should 
consider these four points:  

¶ Is the decision or conduct lawful?   

¶ Is the decision or conduct consistent with centre policy and objectives?  

¶ What will the outcome be for management, work colleagues, parents, children and any other parties?  

¶ Do these outcomes raise a conflict of interest?  
 

You have the right to question any instruction or direction given to you which you consider to be unethical. If you 
are uncertain you can seek advice from your Approved Provider/Nominated Supervisor or from the following 
organisations: 
 

¶ Independent Commission Against Corruption (ICAC) 
1800 463 909 (Toll Free) or 02 8281 5999  

¶ NSW Ombudsman 02 9286 1000 or 1800 451 524  
 

Gifts or Benefits  
  
You must not:  
V Accept an offer of money, regardless of the amount. 
V Seek or accept a bribe.  
V By virtue of your position acquire personal profit. You may accept gifts or benefits of a nominal or token 

value that do  not create a sense of obligation on your part.  
V If you receive a gift of more than token value in circumstances where it cannot reasonably be refused or 

returned, you  should accept the gift and disclose this promptly to your Approved Provider/Nominated 
Supervisor. 
 
RELATIONSHIPS   
 
Obligations of staff  
 
The Approved Provider/Nominated Supervisor is responsible for the efficient and effective operation of the centre. 
 
Employees have an obligation to: 
* Give their attention to the operation of the centre while on duty. 
* Ensure that their work is carried out efficiently, economically and effectively.  
* Carry out lawful directions given by any person having authority.  
 
Obligations during meetings  
 
You must respect Management, Educators other Staff, Parents or Visitors present during meetings.  
 
Inappropriate interactions  
 
The following interactions are inappropriate:  

- Employees approaching other employees directly on individual staff matters that donôt concern them. 
- Use centre information for personal purpose or benefit. 
- Disclose any information discussed during a confidential meeting. 
- Use confidential information with the intention to improperly cause harm to another person.  
- Convert any property of the centre to your own use unless properly authorised. 



- Use the centreôs computer resources to search for, download, access or communicate any material of an 
offensive, obscene, pornographic, threatening or abusive nature.  
 

You must:  

¶ Protect confidential information. 

¶ Only access information needed for centre business. 

¶ Not use confidential information for any non-official purpose. 

¶ Only release confidential information if you have authority to do so.  

¶ Only use confidential information for the purpose it is intended.  

¶ Only release other information in accordance with established Centre policies and procedures and in 
compliance with relevant legislation.  

¶ Be scrupulous in your use of Services property and should not permit misuse by any other person or 
body.  
 

REPORTING BREACHES, COMPLAINT HANDLING PROCEDURES:  
 
Corrupt conduct, bad administration and waste of Services resources  
 
You should report any instances of the above in accordance with Services Grievance policy  
 
Reporting breaches of the code of conduct  
 
You should report suspected breaches of the code of conduct to the Approved Provider/ Nominated Supervisor, 
preferably in writing.  
 
Complaint handling procedures- Educator/other Staff conduct (excluding the Approved Provider/Nominated 
Supervisor)  
 

¶ Where appropriate the Approved Provider/Nominated Supervisor will make enquiries into breaches of the 
code of conduct regarding Educators or other Staff.  

¶ Where the Approved Provider/Nominated Supervisor has determined not to enquire into the matter, the 
Approved Provider/ Nominated Supervisor will give the complainant the reason/s in writing. 

¶ Enquiries made into all staff conduct which might give rise to disciplinary action must occur in accordance 
with the relevant legislation and make provision for procedural fairness. 

 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to National Quality Standards 2013 
NSW Department of Education & Communities  
Early Childhood Australia Code of Ethics 
Independent Commission Against Corruption www.icac.nsw.gov.au Retrieved: October 2016 
NSW Ombudsman www.ombo.nsw.gov.au Retrieved: October 2016 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016  Date for next review: October 2017 

 

 

 

 

 

 

 

http://www.icac.nsw.gov.au/
http://www.ombo.nsw.gov.au/


 

 

 

 

 

 

 

 
 
 
 
 
 

Evaluation Plan. 
 

Aim: The programs are evaluated to ensure they are consistently meeting the individual and 
group needs of the children and families. 
 
The staff will regularly evaluate the program reflecting its ability to meet the goals/objectives of the room, 
the philosophy of the Centre, accreditation principle, the NSW Curriculum framework and Belonging, Being 
and Becoming. The Early Years Learning Framework for Australia.  
 
The staff of the service will work together to consistently review their progress through their Quality 
Improvement Plan (QIP). This will be reviewed at least annually.  
 
Evaluation is an ongoing process that occurs through providing and interacting with each follow-up 
experience planned for the children and using these interactions to keep experiences flowing and 
meaningful. 
 
Parents are encouraged to assist in the evaluation process through voluntarily completing feedback 
information regarding projects, parent nights and through daily discussions with the staff. 
 
All staff, children and their families will be involved in the evaluation process. 
 
Policy formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2014, October 2015 and 
October 2016. 
To be reviewed in October 2017. 
References: Guide to the National Quality Standard 2014. 
Guide to developing a Quality Improvement Plan 2011 
Belonging, Being and Becoming. The Early Years Learning Framework for Australia. DEEWR, 2009.  
 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 
 
 

 
 

Excursion Guidelines for Volunteers 
 

Each volunteer will be delegated a small group of children to supervise whilst on an excursion.  
 
The adult to child ratios for excursions are set by the risk assessment, for low risk the ratios may be as 
follows; 

¶ 1 adult: 2 children for children under the age of 3 years;  

¶ 1 adult: 5 children for children aged 3-5 years  
 
Where ever possible we will use smaller to keep supervision quality higher and to promote greater 
interactions between adults and children, maximising the potential of the outing. 
 
All volunteers responsible for supervising children must stay in close proximity to the activity at all times. 
 
If you have to leave your group of children to go to the bathroom or for any other reason please give your 
group of children to a staff member. Furthermore, should a child in your group need to go to the toilet or 
leave the group for any reason you must find a staff member to take them as the staff all hold working with 
children checks. 
 
Only give the children the food you have been provided with. (Some children have allergies) 
 
Smoking is not permitted at any time while on the excursion. 
 
Hot Beverages are not permitted at any time while on the excursion. 
 
Please assist the children to use the excursion experience to gain insight into their project work. (Separate 
guidelines will be given for each excursion)  
 
All volunteers will be provided with an outline of the day, names of the children for whom they are 
responsible for and a map/guide to assist them with the venue of destination. They will also be provided 
with mobile phone numbers of staff on the excursion in case they are separated at any time. 
 
Reviewed:  October 2016 
To be reviewed 2017 
 

 

 



 

 

 

 

 

 

 

 

 
 
 
 
 
 

Excursion - Lost or Missing Child Procedures 
 
Aim: The aim of this policy is to ensure all staff and parents are clear on the procedures that 
will be followed if a child becomes lost or goes missing whilst out on an excursion. 
 
If the child was being supervised by a parent or volunteer they should find and notify a staff member 
immediately. The staff member will then notify all the other staff members attending the excursion.  
 
 If possible an announcement will be made, asking for assistance to find the child.  
 
All of the other children attending the excursion will come together and be supervised by the staff and 
volunteers. The children will be kept busy and distracted, while as many staff as possible continue to look 
for the child.  
 
If the search fails to find the child within approximately five minutes the contact person at the excursion 
location will be notified.  At this point a staff member will position themselves at the entry/exit points to 
ensure the child does not leave the excursion site. 
 
If the search fails to find the child the Centre Director will be notified. He/She will notify the police and the 
childôs parents.  
 
If the child is found within half an hour the child will remain with a staff member and the excursion will 
continue. The parents of the child will be informed of the incident as soon as they arrive to collect their 

child. The incident will also be documented in the INCIDENT BOOK. 
 
Policy Formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2014 , October 2015 and 
October 2016. 
To be reviewed in October 2017. 
References: Education and Care Services National Regulations 2014. 
 

 

 

 

 

 

 



 

 

 

 

 

 

 

 
 

 
 

 
Kids Club 

Excursion Planning Form 
Pre Planning 
Who is the person organising the excursion? ________________ Date 
__________ 
 
Who will be involved? (Which group of children) 
_____________________________ 
 
Have you completed a risk assessment? Please attach.  
 
How many children attending? ____________ (Please attach a list of names) 
 
How many staff? ________ Names 
__________________________________________  
 
________________________________________________________________
______  
 
How many Volunteers? _______ Names 
_____________________________________  
 
________________________________________________________________
______  
 
Who has a first aid certificate (names) 
________________________________________  
 
Where will the excursion be? 
_______________________________________________  
 
DAY __________________ DATE ________________ TIMES: from _______ to 
______  
 



Who is the contact person and phone number at the excursion 
location?______________ 
 

 
What is the cost? 
_________________________________________________________ 
 
What will you charge per 
child?______________________________________________ 
 
Has lunch been organised with the cook? 
_____________________________________  
 

Attach a copy of the excursion timetable and information given on the 
excursion. 

 
Do you have a written list of childrenôs allergies and medical information? 
____________ 
 
Do you have spare clothes and a stocked first aid kit? 
____________________________ 

Please attach a copy of excursion consent form details 
Signed by staff organising the excursion 
___________________________________  
Checked and authorised by Director 
______________________________________ 
 
Final Checklist (To be completed on the day) 
 
Have parents/volunteers been given a copy of the volunteer guidelines? 
__________  
 
Do you have a first aid kit? 
_____________________________________________  
 
Does a staff member attending have a first aid certificate? 
____________________ 
 
Do you have the correct adult/child ratio? 
_________________________________ 
 
Do you have a signed consent form for each child? 
__________________________ 
 
Does each child have a Centre I.D ? 
______________________________________ 



 
Do you have a list of names of children who are attending to take with 
you?_______  
 
Have you confirmed bookings? 
__________________________________________  
 
Do you have?  Drinks    __________________________ 
  
   Food     __________________________  
 
   Spare Clothes/Nappies _________________________  
 
   Sun Hats    _________________________  
 
   Sun Block    __________________________ 
 
   Tissues    __________________________  
 
   A Bucket    __________________________  
 
   Mobile Phone  __________________________ 
 
Signed by staff organising excursion 
______________________________________ 
Checked and authorised by Director 
______________________________________ 
 

  
Evaluation to be attached after the excursion. 

Date Attached: _______________________ 
 

 

 

 
Excursion Policy 
 

Aim 
 
The Serviceôs aim is to minimise the risks of accidents and injuries on excursions, respond effectively to 
emergencies, and promote awareness in children and their families of road safety and play safety. Children learn 
from experience, therefore excursions are seen as a valuable part of the Serviceôs program. 
 

Legislative Requirements 
 



Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 

 Childrenôs and Young Persons (Care and Protection) Act 1998 
 Australian Road Rules 1999 
 Road Transport Regulation 1999 
 Australian Standards 
 

Who is affected by this policy? 
 
Educator 
Children 
Staff 
Family 
Volunteers 
Management 
 

Implementation 
 
Planning 
a) Before initiating an excursion, Educator/Staff need to define the rationale for having an excursion, and 

identify objectives they wish to achieve. 
b) Educator/Staff need to be familiar with the site involved in order to access suitability in terms of safety, 

facilities, e.g. toilets, and accessibility for all children. 
c) An itinerary should be developed including: 

- the date of the excursion. 
- the proposed destination. 
- the activities to be carried out during the excursion. 
- the number of adults to accompany and supervise the children. 
- the name of the person with First Aid, Asthma and Anaphalaxis Training who will accompany 

the children on the excursion. 
- if practicable, an emergency contact number for the excursion. 
- a timetable for the excursion. 
- the means of transport or the walking itinerary. 
- an alternative plan for bad weather. 
- specific instructions regarding childrenôs attire,  e.g. hat and shoes. 
- arrangements for mealtimes and toilet routines. 
- arrangement for special needs children,  e.g. push chairs, etc. 

d) A copy of this itinerary is to be available to all parents of children attending the excursion before the 
excursion is to take place. 

e) The Approved Provider/Nominated Supervisor must ensure that a Risk Assessment is carried out in 
relation to any excursion before the excursion takes place. 

 
Parent Permission 
 
a) All Parents/Guardians are to receive a written itinerary, along with the reasons for taking the children on 

the excursion, prior to giving permission for their child to participate in the excursion. 
b) Under no circumstance can a child participate in an excursion if a Parent/Guardian has not given written 

permission for the child to do so. Permission must be obtained for each individual excursion, and is to 
take the format of a standard form for each child attending. The form must identify the child and the 
authorising Parent/Guardian. The form is to be retained in the childôs file. 

c) In the event that a child is absent from the Service and twenty-four hours notice cannot be given, the 
parent may grant approval on the day of the excursion. However, the Service is to attempt to contact the 
Parent/Guardian of the child prior to the excursion, and to ensure that appropriate arrangements have 
been made for the child to remain at the Service, if the parent/Guardian wishes. 

 
First Aid Requirements 
a) At least one Educator /Staff member attending the excursion must have approved First Aid qualifications, 

as well as Asthma and Anaphylaxis Training. 
b) A suitably equipped and well stocked First Aid Kit should be taken on all excursions. 
 



Supervision 
The ratios below are given as a minimal requirement, and the use of additional adults should be sought if the 
Approved Provider/Nominated Supervisor feels it is necessary. 

Note: A Responsible Person needs to be with the Children at all 
times during the excursion and back at the Service. 

General 
a) Adult child ratios are to be set be the risk assessment, a guide for establishing these may be: 

- one adult for each two children under three years of age 
- one adult for each five children who are three or more years of age 

b) The adult to child ratios on any excursion that involves the use of motor or other transport, or crossing a 
major road are to be: 

- one adult for each two children who are under three years of age 
- one adult for each four children who are three or more years of age 

 
Water Hazards 
c) The adult to child ratios on any excursion to a beach, river, lake or other place where there is a water 

hazard are to be: 
- one adult for each child who is under three years of age, and 
- one adult for each two children who are three or more years of age but who do not normally 

attend school, and 
- one adult for each five children who normally attend school. 

d) The Approved Provider/Nominated Supervisor must ensure that children are taken on an excursion to 
swim for the purpose only of learning water safety or learning to swim. The minimum adult to child ratio of 
participants in the excursion is one adult for each child. 

e) The Approved Provider/Nominated Supervisor must ensure that children are not taken on a excursion to a 
beach, river, lake or other place where there is a water hazard unless two of the adult persons 
accompanying the children have: 

- A current approved First Aid qualification and 
- The knowledge and the ability to implement water safety procedures. 

f) When Inclusion Support children are taken on an excursion, additional adults should be included in the 
ratios, dependent upon the disability, to ensure the childôs safety, and that they benefit from the excursion. 
The Inclusion Support coordinator of the Inclusion Support Unit should be contacted to discuss the 
requirements of extra Educators/Staff for the excursion and the availability of such Educators/Staff. 

g) Accompanying adults should be assigned specific children to their care. Expectations of adults and 
objectives for children should be explained clearly to all adults attending, prior to leaving the centre. 
Remember, ultimately it is the Approved Provider/Nominated Supervisor who is responsible for the care of 
all children.  

h) A list of children attending the excursion is to be taken on the excursion, and checked periodically during 
the time out of the Service. 

 
Transport 
The means of transport must be stated on the permission note. 
 
Buses ï ensure that the seating capacity as displayed on the compliance plate is not exceeded. All children must 
sit on seats, preferably with, or close to, an adult. 
 
Trains ï contact the station prior to the excursion to inform them of the time you will be traveling, the destination 
and the number of children and adults who will be traveling. This will allow the station to inform the train guard so 
that he/she can hold the train for the period of time for safe boarding and alighting. All children should be seated 
at all times, with an adult close by. All children should be seated in the one carriage, if possible. 
 
Cars ï Any motor vehicle that is used to transport children on the excursion (other than a motor vehicle with 
seating for more than twelve persons) is fitted with child restraints and/or seatbelts that are appropriate for the age 
and weight of each child, that conform to the Australian Standards, and are professionally installed or checked by 
an authorised restraint fitter. 

  
Insurance 
Any excursion planned must be consistent with the requirements/exclusions of the Public Liability Cover held by 
the service. 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 

 



Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
Children and Young Persons (Care and Protection) Act 1998  
Roads and Traffic Authority www.rta.nsw.gov.au Retrieved: October 2016 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 

Excursions Accident or Break Down in Vehicle Procedure 
 
Aim: To ensure staff are aware of the procedures to take if the vehicle they are travelling in 
to an excursion breaks down or is in an accident. 
 
If the vehicle breaks down: 

¶ Remain calm. 

http://www.rta.nsw.gov.au/


¶ Assess the position of the vehicle breakdown, is it safer to remain in the vehicle or remove the 
children to a safer position out of the vehicle. Make a joint decision with other staff and parent 
volunteers. 

¶ Phone the Director and notify the Director of the location the vehicle has broken down. 

¶ The Director will call for a placement vehicle and notify the parents of the breakdown. 

¶ Try to keep the children distracted while waiting. 

¶ Phone the Director as soon as the replacement vehicle arrives. Do not allow the journey to 
continue on the vehicle that has been broken down unless you think it is safe. 

 
If the vehicle is in an accident: 

¶ Try to remain calm and keep the children calm. 

¶ Call 000 to report the accident.  

¶ First aiders are to treat any injuries until the ambulance arrives. 

¶ Assess the situation, decide if the children would be safer if they were removed from the vehicle. If 
you have any doubt at all about the safety of the vehicle remove the children from it. 

¶ At least one staff will remain with the uninjured children all other staff and volunteers with first aid 
certificates will continue to treat any injured children 

¶ The Director will be notified of the accident as soon as possible.  

¶ The Director will notify the parents of the children on the excursion 

¶ Staff will write a full report on the accident when they have the opportunity. 

¶ Counselling will be arranged for the staff, children and families if necessary. 

 
Policy Formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2014 , October 2015 and 
October 2016. 
To be reviewed in October 2017. 
 

 

 

 

 

 

 

 

 

 

 

 
Family Law and Access Policy 
 

Definitions 
 
Parental Responsibility ï means that each Parent/Guardian has the responsibility for their childrenôs welfare, 
either in the long-term or on a day to day basis and includes matters such as where the children will live and with 
whom they will have contact. It is not affected by any change in the parentsô relationship, for example if they 
separate or remarry. 
 



Parenting Orders ï are orders that the court will make when parents cannot decide on matters themselves. They 
change parenting responsibilities and stipulate which parent has what responsibilities. There are 4 types of 
parenting orders: 

¶ Residence ï an order to say with whom the child lives, including any shared arrangements 

¶ Contact ï an order to say the times that a child may have contact with a parent with whom they are not living, 
or any one else who plays an important part in their life, such as a grandparent (contact can either be face to 
face, or by phone, letters) 

¶ Child Maintenance ï an order that provides for financial support of a child 

¶ Specific Issues ï an order about any other aspect of parental responsibility (this may include the day-to-day 
care, welfare and development of a child, issues relating to religion, education, sport, or other specific issue) 

Residency 

The Parent/Guardian with whom the child lives is responsible for day-to-day decisions like: 

¶ Discipline 

¶ Going out 

¶ Clothes 

¶ Accommodation 

¶ Pocket money 
 

Residency can be a shared arrangement. 
 

Legislative Requirements 
 
Family Law Act 1975 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
NSW Department of Education & Communities  
 

Who is affected by this policy? 
 
Children 
Parents 
Families 
Staff 
Management 
 

Implementation 
 
Parents, whether married or not, have joint legal responsibilities for their children unless there is a Court Order 
determining otherwise. As our Educators need to be clear about who has legal responsibility, we need to have a 
copy of any access order issued by the court. 
 
It is a requirement of the Education and Care Services National Regulations 2014 that a child may only leave 
the premises if the child is given into the care of  

I. a parent of the child, or  
II. an authorised nominee named in the childôs enrolment record, or  

III. a person authorised by a parent or authorised nominee named on the childôs enrolment record to collect 
the child from the premises. 
 

A person forbidden by a court order from having contact with a child attending the service will not be given any 
information regarding the child, and will not be allowed to enter premises of the service while the child is 
attending, and will not be permitted to collect the child from the service. 
 
In the case where guardianship and custody is legally defined, Service policy must be followed as stated on the 
enrolment form. When situations change a copy of the Custody Order must be provided to the Service. Where 
confrontation situations arise over custody the child will be kept at the Service, the custodial parent contacted and 
if necessary the Police and/or the NSW Department of Education & Communities  
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 



 

Sources 
 
Family Court of Australia website www.familycourt.gov.au Retrieved: October 2016 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Australian Childrenôs Education & Care Quality Authority  
NSW Department of Education & Communities  
Guide to National Quality Standards 2013    
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.familycourt.gov.au/


 
 
 
 
 

Fees and Child Care Benefit Policy. 
Aim: To ensure the parents are aware of their responsibility of paying fees in order to 
maintain their childõs position at the centre. 
 
On enrolment, two (2) weeks fees will be paid. If the centre has not received information regarding the families child 
care benefit, two (2) weeks full fees will be paid. Once the child care benefit information has been received then the 
difference will be credited to the families account. 
       *Fees must be kept two (2) weeks in advance at all times. 
       *Positions will not be kept for families whose fees become two (2) weeks behind. 
 
Fees may be paid by Internet transfer, Eftpos, cheque, cash, or credit card over the phone. If you choose internet 
banking please obtain a form before your first transfer. 
 
Fees are to be placed in an envelope, please write your childôs name, date, class and the amount enclosed on the 
envelope and place it in the fees box on the outside of the office. No cash fees after 12 noon daily. Receipts are 
emailed weekly or will be placed in the foyer. 
      *Child care benefit will only be paid if the family has a current assessment. 
Child care benefit will only be credited to a families account after they have provided the centre with the details of 
the person who is the primary claimer, dates of birth of the parent claiming and the children and all FAO reference 
numbers for both parents and children. 
 
Child care benefit will only be paid to families whose child has received all current immunisations on the schedule 
for their age or have completed a conscientious objection form and lodged it with the family assistance office. 
 
Child care benefit will only pay for 42 absent days in the financial year. If more than 42 days are used, full fees will 
be charged. 
 
If you withdraw your child from the centre he/she must attend on their last day for us to be able to claim child care 
benefit for you. If your child does not attend on their last day you will be charged full fees for the day. 
 
If you wish to apply for a 55 hour child care benefit limit you child must attend for 55 hours. 
 
Families who pay full fees are required to still register with the family assistance office to process their childôs 
attendance records. 
Any unpaid debts will be placed in the hands of our owner, then a credit controller. If a credit controller is required, 
the cost of this service will be added to your outstanding debts.. 
The Centre closes at 6pm. A late fee of $20 then an additional $1.00 per minute per child will be charged after 6pm. 

 
Policy formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2014, October 2015 and 
October 2016. 
To be reviewed in October 2017. 
References: CCMS Reference Manual 2011, Retrieved October 2016. 
 

 

 

 

 



 

 

 
Food Preparation Policy 
 

Aim 
 
To minimise cross infection, Educators/Staff will maintain hygiene and safety in the food preparation area, and 
when handling and serving food. 
 

Legislative Requirements  
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
Food Standards Australia New Zealand Act 1991 
Food Standard Australia New Zealand Regulations 1994 
Imported Food Control Act 1992 
Food Safety Act 1989 (NSW)  
Food Act 2003  
Food Regulation 2010 (NSW) 
 

Who is affected by this policy? 
 
Child 
Families 
Staff 
Educators 
Management 
Visitors 
 

Implementation 
 
This will be achieved by educators/staff following the procedures outlined below: 
 
Having an area specifically designated for food preparation in which they: 
 

¶ Adequately clean the food preparation area before, during and after use. 

¶ Follow procedures by using colour coded chopping boards for appropriate foods to avoid cross 
contamination between foods. 

¶ Ensuring that food preparation staff follow appropriate hygiene procedures in regards to: 
- hand washing. 
- Personal hygiene: of clothing, keeping hair tied back or under a hat, not changing nappies prior to food 

preparation. 
- Appropriate cleaning and maintenance of cooking utensils and work areas.   

E.g. wash and air drying utensils, wash and air drying cleaning cloths. 

¶ Avoiding the contamination of one work area to another by using the colour coded chux system and 
restricting the movement of contaminated items (such as gloves and cleaning implements) from one area 
to another. 

¶ Ensuring that food is always served in an hygienic manner by the use of a barrier, such as tongs and 
gloves. 

¶ Provide current information to families about best practices for food preparation and hygiene. 

¶ Model and discuss with the children best practices for food preparation and hygiene as well as the 
reasons for these. This will be implemented through planned and spontaneous experiences. 



¶ Provide all educators/staff that are preparing or serving food with training on food hygiene, preparation 
and handling. 

 
The Approved Provider/Nominated Supervisor will ensure this policy is maintained and implemented at all 
times. 
 

Sources 
 

Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to the National Quality Standard 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
WorkCover NSW www.workcover.nsw.gov.au Retrieved: October 2016 
Staying Healthy In Child Care, 5

th
 Edition. 

NSW food Authority www.foodauthority.nsw.gov.au Retrieved: October 2016 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
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 Kids Clubs Food Safety Checklist 
 
Week Commencing _____________ 
Please complete each day        / Yes   X No   N/A Not Applicable 
 

 MON TUES WED THUR FRI 

      

Long hair tied back or covered      

      

Limited Jewellery (no hand  jewellery)      

      

Closed in shoes worn      

      

Personal items stored away       

from food      

      

No wounds or cracks uncovered      

      

All food cooked thoroughly      

      

Reheated food boiled and       

Simmered for at least 5 mins      

      

Frozen food thawed appropriately      

      

Food only heated once      

      

Raw food stored appropriately      

      

Separate utensils used for raw      

 and cooked foods      

      

Foods covered prior to serving      

      

Cleaning products stored       

Appropriately      

      

High-risk foods kept at appropriate      

Temp      

Food ______________________        Temp__________________ 
 

 

 

 



 

 

 
 
 
 
 

Food Safety Plan Procedures and Agreement. 
 

All persons who handle food must maintain a high standard of personal hygiene and 
cleanliness. 
 
Risk control and management in food preparation areas include (but are not limited to): 
 

¶ In relation to personal hygiene: 
 

- Long hair must be tied back or covered 
- Limited jewellery 
- Closed in shoes must be worn 
- Personal items stored away from the food handling area 
- Any wound, infection or cracks on the hands or arms should be covered with a 

coloured waterproof band-aid. If the wound is unable to be covered the employee 
will be excluded from the food handling duties. 

- In cases where the wound is on the hand, disposable non-latex gloves will be 
worn in addition to the band-aid. 

- If an employee handling food is ill, and it is likely the illness could be transmitted 
through food, they will be removed from duty. 

- If an employee handling food has had diarrhoea or vomiting, they will not resume 
food-handling duties until at least (48) hours after the illness has abated. 

- A hand washing basin, soap and single use towel are provided. 
 

¶ In relation to visitors in the kitchen: 
 

- As far as is reasonably practical, only those persons involved in food preparation 
and serving are allowed in the kitchen 

- Please keep the door of the kitchen closed at all times. 
- Only the cook is to use the kitchen for meal preparation, it is not for personal use. 

 

¶ In relation to food preparation, storage and handling: 
 

-  Kids Club has notified the NSW Health Department that it is operating as a food 
business as required by ANZFA Food Safety Standard 3.2 

- Employees are encouraged to attend in-services on food safety and menu 
planning. 

- All kitchen staff will have completed a safe food handling and menu planning 
course before working in the kitchen.  

- All foods, in particular those of animal origin, will be cooked thoroughly. In the 
case of meat, the juices must run clear before it is removed from the heat. 

- When reheating food it will be brought to the boil and simmered for at least five 
minutes. 

- Frozen food will be thawed in the bottom part of the refrigerator before cooking in 
cases where food is cooked from a frozen state; extra care will be taken to 
ensure the food is cooked right through. 

- The microwave will be used to thaw food that is to be cooked immediately. 



- Thawing food will not be refrozen. 
- All food will be heated on one occasion only 
- High risk, temperature controlled hot and cold food will be kept at appropriate 

temperatures, that is, for cold food below 5c for hot food above 60c 
- The operating temperatures of the refrigerator, freezer will be monitored weekly 
- The freezer and refrigerator will not be overloaded at any time. 
- Equipment failure will be reported to the owner promptly 
- Raw food well be stored separately and beneath cooked food and raw ready to 

eat food 
- Separate utensils will be used for raw and cooked foods ï cutting boards will be 

colour coded. 
- Food will be covered with a lid, foil or plastic wrap prior to serving. 
- Any food remaining in a can will be transferred to a glass or plastic container 
- No food will be stored long than the manufacturerôs instructions and or use by 

date. 
- Disposable cups will be used only once 
- Rice, Soy and Long Life Milk will be dated on the container when opened. 

 

¶ In relation to cleaning procedures 
 

- All cleaning agents will be stored away from the food preparation and food 
storage areas. 

- The food preparation area, that is, all surfaces that come into contact with food 
(including handles on doors, refrigerators and cupboards) is cleaned and 
sanitised regularly and systematically throughout the day. 

- All other areas such as stove, microwave, refrigerator, dishwasher etc will be 
maintained and cleaned as required. 

 

¶ In relation to pest control: 
 

- Waste is disposed of regularly and appropriately in sealed bags. Garbage bins 
are cleaned and disinfected weekly or as required. 

- As far as is reasonable practical, all cracks and crevices are sealed to prevent 
access by vermin. 

- Please notify the licensee if you see or suspect there is vermin in the kitchen. 
 
Policy Formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2014,October 2015 and October 2016. 
To be reviewed in October 2017. 
References: Staying Healthy in Child Care, 5th Edition, 2012 
Central Coast Area Health, Caring for Children, third edition. 
OHS Regulations 2001, Work Cover. 
Educational and Care Services National Regulations 2014. 
 
 
I, _______________________have read and fully understand my responsibilities in 
relation to Kids Clubs Food Safety Plan. 
 
Signed__________________________ Date_______________________ 
 

 

 

 

 



 

 

 

 

 
Food Storage Policy 
 

Aim 
 
For the safety of all children, educators/staff & families, it is essential that Umina Kids Club monitors and 
maintains high quality food storage practices in order to minimise the risk of food born illness.   
 

Legislative Requirements 
 

Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
Food Act 2003 (NSW) 
Food Regulation 2010 (NSW)  
Food Standards Australia New Zealand  
Food Safety Standard Australia New Zealand  
 

Who is affected by this policy? 
 
Child 
Staff 
Educators 
Families 
Management 
 

Implementation 
 
Food storage standards are determined by FSANZ and the relevant Authority. These state that: 

¶ Food must be stored in areas designed for food storage. 

¶ Refrigerators and freezers are to have thermometers. 

¶ Raw food should be stored separately/below ready to eat food in the refrigerator. 

¶ Foods should never be stored with chemicals and cleaning equipment, clothing or the personal 
belongings of educators/staff. 

¶ Food containers should be in good condition and should be washed and sanitised before use. 

¶ Canned food should be stored in a sealed container once opened and used. 
 
Safe Food Storage will be facilitated by: 
 
Educators/staff & management accessing and providing current information about food storage practices. 
 
Educators/staff implementing the following procedures when storing food in the centre: 
 

¶ Inspecting food items when they are received to ensure they are in appropriate condition (i.e. not in damaged 
packaging), are within their use by date and of the correct temperature. 

 

¶ That they are then stored appropriately on receiving following the following key points: 
- All foods (dry, cold or frozen) are stored in the FIFO rule (first in first out) by rotating stock to make 

sure older stock is used first to prevent spoilage. 
- Store dry foods in sealed containers. 



- Store foods on shelving. 
- Placing food that has been removed from its original packaging in a container that has itôs used by 

date recorded. 
- Ensure the storage area is dry, clean, well ventilated, not in direct sunlight and free from 

vermin/pests. 
- Prevent vermin/pests by cleaning of any spills and removal of garbage. 

 
FOR COLD STORAGE: 
 

¶ All foods are covered, wrapped, dated and labeled. 

¶ Foods are stored at the correct temperatures cold foods less than 5 degrees Celsius and frozen foods 
less than minus 18 degrees Celsius. 

¶ Store foods on fridge shelves. 

¶ Store raw and cooked foods separately in the fridge ï never store raw food above cooked food as 
juices may drip and contaminate it. 

¶ Store food once it has sufficiently cooled ï foods will cool more quickly in smaller shallow containers. 

¶ Clean fridge and freezer regularly (weekly). 

¶ Temperature of fridge and freezer will be recorded daily to ensure the food is being stored at 
appropriate temperature. 

¶ Rice, Soy and Long Life Milk will be dated on the container when opened. 
 

The Approved Provider/Nominated Supervisor will ensure that this policy in maintained and implemented 
at all times. 

 
 

Sources 
 

Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to the National Quality Standard 2013 
WorkCover NSW www.workcover.nsw.gov.au Retrieved: October 2016 
NSW food Authority www.foodauthority.nsw.gov.au Retrieved: October 2016 
Staying Healthy In Child Care, 5

th
 Edition 2012. 

NSW food Authority www.foodauthority.nsw.gov.au Retrieved: October 2016 
Food Safety Standards www.foodstandards.gov.au Retrieved: October 2016 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016  Date for next review: October 2017 
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http://www.foodauthority.nsw.gov.au/
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Gender Bias Policy 
 

Aim 
 
In conjunction with the Serviceôs Philosophy & Aims Umina Kids Clubs strive to respect and demonstrate 

awareness and appreciation for each individual regardless of their gender. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
Anti Discrimination Act 1977 
 

Who is affected by this policy? 
 
Educators 
Child 
Staff 
Families 
Management 
 

Implementation 
 
In order to achieve this Educators/Staff will: 
 
Respect all individuals equally and provide equal opportunity for each child to develop their full potential, 
regardless of gender. 
 
Educators/Staff will show respect for different child rearing practices which occur in other cultures. Educators/Staff 
will work with families to address these and also discuss the value of different experiences with the 
Parent/Guardians. 
 
Educators/Staff will access information, resources, support and ideas from outside agencies to enhance the 
program, and environment to help demonstrate and encourage anti bias to gender. Educators/Staff will use these 
resources to help children recognise and challenge bias. 
 
Educators/Staff will provide equal opportunities for all children to participate in all areas of the program, and 
demonstrate anti bias towards gender through their interactions. 
 
Educators/Staff will reflect on their attitudes and practices as well as undertake training as required to support anti 
bias policies. 
 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 



Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
Anti Discrimination Act 1977 
KU Childrenôs Services Inclusion Support  www.ku.com.au/inclusion-support/ Retrieved: October 2016 
Early Childhood Australia www.earlychildhoodaustralia.org.au Retrieved: October 2016 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
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Governance and Management Policy 
(Including Confidentiality of Records) 

 
Umina Kids Club 

 

Aim 
 
The aim of the Approved Provider of Umina Kids Clubs is to ensure all aspects of the Education and Care 
Service operations run smoothly and efficiently. To be supportive and resourceful to Educators and other Staff 
and Families, and to ensure expectations of Educators and all other Staff are understood and good 
communication is maintained 
 

The Nominated supervisor will provide leadership, forward planning and direction to the service, particularly in 
relation to developing a progressive culture of continuous improvement. 
 
This policy is to address the issues of privacy and confidentiality of children, Educators, other Staff, volunteer 
workers, agents, contractors and parents/guardians of children in care. It aims to protect the privacy and 
confidentiality by ensuring that all records and information about individual children, families, Educators, other staff, 
agents, contractors and management are kept in a secure place and are only accessed by or disclosed to those 
people who need the information to fulfill their responsibilities at the Education and Care Service or have a legal right 
to know. 
 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
Child Care Service Handbook 2013-2014 
NSW Department of Education & Communities  
Laws relating to protection of privacy and confidentiality; duty of confidentiality arising from a contract with parent; 
to whom and when information must be disclosed;  
Privacy Act 1988 (Cth.);  
Workplace Relations Act 1996 (Cth.). 
 

Who is affected by this policy? 
 
Educators 
Children 
Staff 
Management 
Families 
Parents 
Students 
Volunteers 
 

Implementation 
 



Umina Kids Club holds a Service Approval from the Department of Education and Communities to provide high 
quality, educational programs for 72 children per day between the ages 0 to 6 years. 
 
The Service will be open for 50 weeks of the year between 7 am to 6 pm Monday to Friday.  The Service will 
close down annually for a 1-2 week period between Christmas and January. 
 
 
Children are required to be collected by 6 pm. Additional late fees will be charged for children collected after 6 pm.  
 
 
Umina Kids Club is owned by Hale Storm Pty Ltd. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Confidentiality of Records 
 
Personal information will only be collected in so far as it relates to the serviceôs activities and functions, and in line with 
relevant legislation. (National Privacy Principle 1.1 - Privacy Act 1998.) 
Collection of personal information will be lawful, fair, reasonable and unobtrusive. (National Privacy Principle 1.2 - 

Privacy Act 1998.) 
 
Individuals who provide personal information will be advised of: the name and contact details of the Education and 
Care Service, the fact that they are able to gain access to their information; why the information is collected; the 
organisations to which the information may be disclosed; any law that requires the particular information to be 
collected; and the main consequences for not providing the required information. (National Privacy Principle 1.3 ï 
Privacy Act 1998). 
 
The use or disclosure of personal information will only be for its original collected purpose, unless the individual 
consents, or unless it is needed to prevent a health threat, or is required or authorised under law. (National Privacy 
Principle 2.1 ï Privacy Act 1998). 
 
The Education and Care Service will take steps to ensure the personal information collected, used or disclosed, is 
accurate, complete and up to date. Parents will be required to update their enrolment details annually, or whenever 
they experience a change in circumstances. Computer records will be updated as soon as new information is 
provided. (National Privacy Principle 3 ï Privacy Act 1998). 
 
Personal information will be kept in a secure and confidential way, and destroyed by shredding or incineration, when 
no longer needed. (National Privacy Principle 4 ï Privacy Act 1998). 

 
Individuals will be provided with access to their personal information and may request that their information be up-

dated or changed where it is not current or correct. (National Privacy Principle 6 ï Privacy Act 1998). 

 
Individuals wishing to access their personal information must make written application to the Approved 
Provider/Nominated Supervisor, who will arrange an appropriate time for this to occur. The Approved 
Provider/Nominated Supervisor will protect the security of the information by checking the identity of the applicant, and 
ensuring someone is with them while they access the information to ensure the information is not changed or 
removed without the Approved Provider/Nominated Supervisorôs knowledge. 
 
The Approved Provider/Nominated Supervisor will deal with privacy complaints promptly and in a consistent manner, 
following the Education and Care Serviceôs Grievance Procedures. Where the aggrieved person is dissatisfied after 
going through the grievance process, they may appeal in writing to ñThe Director of Complaints, Office of the Federal 

Hale Storm Pty Ltd 
 
 

YȅƭƛŜ hΩ/ƻƴƴŜƭƭ 
(Nominated Supervisor) 

Educators 



Privacy Commission, GPO Box 5218, Sydney NSW 1042, or phone the Commissionerôs Hotline on 1300 363 992. 
(Privacy Act 1998). www.privacy.gov.au 

 
Every Employee and the Operator is provided with clear written guidelines detailing: 
 -what information is to be kept confidential and why. 
 -what confidential information they may have access to in order to fulfill their responsibilities  
 and how this information may be accessed. 
 -who has a legal right to know what information. 
 -where and how the confidential information should be stored. 
 
Every Employee and the Operator is required to sign a Confidentiality Statement. 
 
Every enrolling parent/guardian is provided with clear information about: 

-what personal information is kept and why. 
-any legal authority to collect personal information. 
-third parties to whom the service discloses such information as a usual practice. 
 

Confidential conversations that Educators and other Staff have with parents, or the Approved Provider/Nominated 
Supervisor has with Educators and other Staff, will be conducted in a quiet area away from other children, parents 
and staff. Such conversations are to be written up, and stored in a confidential folder. 

 
Personnel forms and employee information will be stored securely. (Workplace Relations Act 1996). 
 
Applicants, students or volunteers will be informed that their personal information is being kept, for what reason, for 
how long, and how it will be destroyed at the end of the time period. 
 
Applicants will be asked for their consent before their references are checked. Unsuccessful applicants will be advised 
of when and how their personal information will be destroyed. 
 
Information about Educators and other Staff members will only be accessed by the Approved Provider/Nominated 

Supervisor, and individual staff member concerned. (Workplace Relations Act 1996.) 

 
All matters discussed at staff/committee meetings will be treated as confidential. (Privacy Act 1998.) 
 
No member of staff may give information or evidence on matters relating to children and/or their families to anyone 
other than the responsible parent/guardian, unless prior written approval by the responsible parent/guardian is 
obtained.  Exceptions may apply regarding information about children when subpoenaed to appear before a court of 
law.  Not withstanding these requirements, confidential information may be exchanged in the normal course of work 
with other staff members at the Service and may be given to the Approved Provider/ Nominated Supervisor, when this 
is reasonably needed for the proper operation of the Service and the wellbeing of users and staff. Education and 
Care Services National Regulations 2011, Children Division 2; and Privacy Act 1988). 
 
Reports, notes and observations about children must be accurate and free from biased comments and negative 
labeling of children. 
 
Educators and other Staff members will protect the privacy and confidentiality of other Staff members by not relating 
personal information about another staff member to anyone either within or outside the Education and Care Service. 
 
Students/people on work experience/volunteers will not make staff/children or families at the Education and Care 
Service, an object for discussion outside of the Education and Care Service (eg. college, school, home etc.), nor will 
they at any time use family names in recorded or tutorial information. 
 
Students/people on work experience/volunteers will only use information gained from the Education and Care Service 
upon receiving written approval from the Education and Care Service/Parent/Guardian to use and/or divulge such 
information, and will never use or divulge the names of persons. 
 
The Approved Provider, staff, agents and contractors of the Education and Care Service will abide by this 
confidentially policy and follow the above procedures at all times. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at 
all times. 
 

Sources 
 



Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to National Quality Standards 2013  
Child Care Service Handbook 2013-2014  
Australian Childrenôs Education & Care Quality Authority  
NSW Department of Education & Communities  
Privacy Act 1998 www.privacy.gov.au Retrieved: October 2016 
Fair Work online www.fairwork.gov.au  Retrieved: October 2016 
Privacy and Personal information Protection Act 1998 
Workplace Relations Act 1996 
 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016     Date for next review: October 2017 
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Guiding Childrenôs Behaviour Policy 
 

Aim 
 
The Education and Care Service will provide a secure, loving and stimulating environment which encourages children 
to co-operate enhances their self-esteem, encourages their ability to interact with others, and where acceptable 
behaviour is promoted, any recriminations are kept to a minimum.  Where a child continues to behave in an 
unacceptable manner, parents/guardians will be consulted and asked to work with the educators/staff to ensure 
discipline techniques are consistent and clear. 
 

Legislative Requirements 
 

Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
Children and Young Person (Care and Protection) Act 1998 
 

Who is affected by this policy? 
 
Children 
Parents 
Educators 
Management 
 

Implementation 
 
Educators/staff by using a positive approach in guidance and discipline will recognise why a child behaves in a 
certain way and will encourage more acceptable forms of behaviour. 
 
At Umina Kids Clubs we encourage positive, co-operative behaviour through: 
 

¶ Establishing trust and confidence between adult and child. 

¶ Considering the stage of development of each child. 

¶ Considering the interests, concerns and abilities of the individual child. 

¶ Showing sensitivity to the childôs background and current home situations. 

¶ Examining the reason behind the behaviour. 

¶ Getting down to the childôs level to establish and maintain eye contact. 

¶ Using language that is positive, clear and developmentally appropriate for the child in question. 

¶ Being consistent with behaviour expectations. 

¶ Setting limits and reminding children of them regularly or whenever necessary. 

¶ Involving the children in the setting of limits and explaining as to why a certain type of behaviour is 
unacceptable eg: other childrenôs and educatorôs safety. 

¶ Encouraging the children to show sympathy for children experiencing difficulties. 

¶ Guidance and discipline to encourage individuality and confidence of children to enhance their self-esteem. 

¶ Offering the children clear alternatives to help them develop their ability to make decisions and direct 
themselves. 

¶ Positive modelling by Educators/Staff Eg: "sand stays in the sand pit" rather than "don't throw sand", and by 
showing the child how to dig in the sand. 

¶ Discussing with parents/guardians the Behaviour Management Policy and seek their assistance for solutions 
should the need arise. 

 
 
THE USE OF PHYSICAL FORCE, EMBARRASSMENT, SARCASM, PROLONGED PUNISHMENT, IS NEVER 

PRACTISED. 



 
 
WHEN PREVENTION DOESN'T WORK: 
 
Try to distract/diffuse a situation, giving the child an out: 
 

¶ Use "do" instead of "don't", giving a simple explanation. (if the child persists use the word ñstopò reinforced 
with the stop hand signal and explain positively what they should be doing). 

¶ Always talk about the behaviour being inappropriate, not the child personally (eg. Avoid saying, bad, naughty, 
silly etc.). 

¶ Use a firm, calm manner, indicating what you expect from the child, presenting it to the child as a choice 
wherever possible - "if you choose to do "X" ............... I will have to ........................" Lowering your voice gains 
attention. Shouting may scare the child. 

¶ Allow time for the child to comply with the request. 

¶ Be clear about the consequences for the child, e.g. removal from situations, help clean up the "mess". 

¶ Follow through with consequences! 

¶ If it becomes necessary, Educators/Staff will gently remove the disruptive child from a group or activity until 
such time as the child has settled down and able to return to the group or activity. 

 
Keep the Nominated Supervisor aware of on-going situations; keep a written record of continuing incidents. 

ANTI-SOCIAL/PHYSICAL BEHAVIOURS 

 
Educators/Staff should explain to children that biting, hitting, pushing and kicking are not acceptable. If a child 
wants to hit or punch then they can use the playdough or punching bag to take out aggression. If the child wants to 
kick they can kick a ball. 
 
With older children, encourage them to use problem-solving skills and to verbalise feelings instead. 
 
If a child becomes aggressive remove them from the activity (suitable distance so as not to hurt other children); 
stay with them until they quieten down. Comfort when rage subsides. Some good activities if a child is aggressive 
are play dough, clay, hammering, bowling etc. 
 
Always look for reasons behind belligerent behaviours and address the issues as a part of further planning (eg. 
Biting could be a result of teething or not having the communication skills to tell a peer that they are taking their 
toy. Kicking could be a part of power play etc.). Make sure you focus attention on the child who has been hurt. 
Children who have hurt another child can often be encouraged to help comfort or assist the hurt child (get a tissue, 
hold the ice pack etc.) 
 
WHEN MANAGEMENT IS NOT WORKING: 
 

¶ Discuss problems with Educators/Staff - where appropriate (confidentiality is observed). 

¶ Written methods are implemented. 

¶ Difficulties are discussed with parents/guardians, to discuss appropriate strategies. 

¶ Early Intervention Professionals are consulted with parent/guardian permission. 

¶ Educators/Staff to implement program directives from Early Intervention. 

¶ Other professionals and support groups to be consulted where necessary. 

GUIDELINES FOR DIRECTOR INTERVENTION 

 
If a childôs behaviour is continually anti-social or aggressive and is putting other childrenôs or educators/staffôs 
health at risk, then the following procedures will be followed: 

¶ The childôs parents/guardian will be continually informed of the incidents. 

¶ A time will be made where it is appropriate for the childôs carer and parents/guardians to discuss the issues. 

¶ A behaviour management program will be implemented and carried out by Educators/Staff and 
parents/guardians. External help may be sought if necessary. 

¶ This program will be continually evaluated by Educators/Staff, Director and parents/guardians.  

¶ If the behaviour does not appear to be improving the Director may refer the parents/guardians to a support 
network (eg. Inclusion Support Unit etc.) 

¶ It may be necessary for the parent/guardian/authorised nominee to collect their child early if other children or 
educators/staff are put at risk of harm. 

¶ If after a reasonable period of time the childôs behaviour is not improving, the Director and educators/staff will 
consult with parent/guardians in supporting them to find a more appropriate service. 



 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 

Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
Guide to the National Quality Standard 2013 
Childrenôs and Young Persons (Care and Protection) Act 1998 www.kids.nsw.gov.au Retrieved: October 2016 
Raising Children Network  www.raisingchildren.net.au Retrieved: October 2016 
Early Childhood Australia www.earlychildhoodaustralia.org.au Retrieved: October 2016 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
 
 
 

  

http://www.kids.nsw.gov.au/
http://www.raisingchildren.net.au/
http://www.earlychildhoodaustralia.org.au/


Childôs behaviour will be 

discussed at staff meeting 

Staff  begin to take 

observations of this 
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The Behaviour Management Flow Chart  
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First incident e.g. hitting, kicking, biting other 

children; destructive behaviour with toys; 

inappropriate language, etc. Speak to child and 

reinforce consequences of their behaviour. E.g. they 

may hurt their friends, there will be no toys left to 

play with etc 

Repeats 1
st
 behaviour, 

enforce consequences. Child 

has to find another activity 

to do 

Repeats 1
st
  behaviour. Time 

out ï more discussion about 

consequences of their 

actions for others and 

themselves 

Extreme violent behaviourï 

any behaviour which results 

in the breaking of skin, 

drawing of blood and/or 

bruising 

Inform parents of the dayôs 

behaviour and actions taken 

as outlined above 

Direct information to the 

parents. Explain 

consequences if the 

behaviour continues 

If the behaviour continues in 

a consistent pattern 

Continue to involve parents 

during the process 

Referral to outside agencies 

E.g. Behavioural 

Assessment, Counseling, 

Child Psychologist 

Meet with parents to discuss 

strategies which will stop the 

violent behaviour 

Exclusion of the child from the centre is at the discretion of centre 

management. Exclusion will be considered and discussed with parents if 

the centre does not receive the full co-operation of parents and/or see an 

improvement in the behaviour. 



 
Guns & Super Hero Policy 
 

Aim 
 
It is accepted that children will often be exposed to television coverage of violence and war activities, and shows 
or computer programs involving Superheros. Through this exposure they may be familiar with guns and warfare 
activities. Children then may display this through their play. Service staff will promote positive, peaceful, caring 
and inclusive interactions within the child care environment, and respect and tolerance for others. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2011 
 

Who is affected by this policy? 
 
Educators, Staff, Child, Families, Management 
 

Implementation 
 

¶ Children who engage in Superhero play will be reminded of the need to respect and care for other people and 
their environment, and that they have no special rights because of being a Superhero. 

¶ Educators/Staff will help all children to understand how their behaviour affects others and will ensure 
childrenôs self initiated play: 

- Does not make any other child feel frightened or intimidated. 

- Respects the rights and feelings of others. 

- Is not overly boisterous or loud. 

- Is valued and supported. 

¶ Educators/Staff will always model behaviour that encourages inclusion, a sense of fairness, empathy and co-
operation with others. 

¶ The Service actively discourages the making of guns or other weapons for fantasy play within the child care 
environment. Toy guns or other weapons are not to be brought to the centre, or purchased as equipment. 

¶ Educators/Staff will discuss any concerns or observations they may have in regards to childrenôs fantasy play, 
with Parents/Guardians, and decide with the Parents/Guardians how any antisocial or warlike behaviour 
exhibited during play is managed. 

 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 

Review 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. Reviewed: October 2016   Date for next review: October 2017 
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 
Hand Washing Policy 
 

Aim 
 
Umina Kids Clubs aim to promote a healthy environment in which children will grow and learn about the world 
around them. The application of preventative measures such as hand washing will be an effective way of preventing 
the spread of infection. 
 

Legislative Requirements 
 

Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
Work Health and Safety Act 2011 
Work Health and Safety Regulations 2011 
 

Who is affected by this policy? 
 
Child 
Staff 
Educator 
Families 
Visitors 
Management 
 

Implementation 
 
 Umina Kids Clubs will ensure safe, well maintained age appropriate basins are available for washing hands. 
 
The Service will provide single use paper towels or automatic dryers for the drying of hands. 
 
Liquid Soap will be available for children, visitors and educators/staff at the Service. 

A person who shows no signs of illness can spread infections. Hand washing is one of the most effective 
ways of preventing the spread of infection in the service. 

 Educators/staff/, children and visitors should wash their hands: 
- On arrival at the centre. 
- Before and after eating or handling food. 
- Before preparing or cooking food. 
- After changing a nappy, or checking a nappy to see if it soiled. 
- After going to the toilet. 
- After cleaning up or contact with urine, faeces, vomit, blood or other bodily fluids. 

- After giving first aid or cardiopulmonary resuscitation (CPR). 
- After wiping nose or contact with nasal or salivary secretions. 
- Before and after giving a child medication. 
- After playing outside or in a sandpit or wading pool. 
- After patting or touching animals or pets (including fish, birds, reptiles). 
- Before leaving the centre. 
 
All children, educators/staff and visitors to the centre will wash their hands as follows: 
- Wash hands using liquid soap and running water. 
- Rub hands vigorously. 
- Wash hands all over, making sure to include backs of hands, wrists, between fingers, and under finger nails. (This 
process should take as long as singing ñHappy Birthdayò twice). 

- Rinse hands well. 
- Turn tap off using a paper towel. 
- Dry hands with single use paper towel or automatic dryer. 



 
Posters showing how to wash your hands will be displayed at all hand washing areas. Educators/staff are to read 
and follow the instructions at all times.  
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 
Guide to National Quality Standard 2014 
Staying Healthy in Child Care Preventing Infectious Diseases in Child Care 5

th
 Edition, 2012 

WorkCover NSW www.workcover.nsw.gov.au Retrieved: October 2016 
NSW food Authority www.foodauthority.nsw.gov.au Retrieved: October 2016 
Better Health Channel www.betterhealth.vic.gov.au Retrieved: October 2016 
Food Safety Standards www.foodstandards.gov.au Retrieved: October 2016 
 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
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http://www.betterhealth.vic.gov.au/
http://www.foodstandards.gov.au/


Handling Complaints Procedure. 
 

Minor Complaint 
 

1. Parents are encouraged to discuss minor concerns with room leader as soon as 
possible. 

 

Serious Complaint: 
 

1. Parents should immediately discuss with Approved Provider or  
Nominated Supervisor. 

 
2. Details of complaint are recorded. 
 
3. The Approved Provider or Nominated Supervisor will investigate and keep parents 

informed of any actions taken. 
 

4. Print a Notification of Complaints and Incidents (other than Serious Incidents) NL01 
Form, which can be downloaded from www.acecqa.gov.au  
 

5. Complete NL01Form and send to NSW Early Childhood Education and Care Directorate 
Locked Bag 4028 ASHFIELD NSW 2131. 

 
6. If parents are not satisfied with the outcome a contact number for the Department of 

Early Childhood Education and Care Directorate, 
NSW Department of Education and Communities will be given to them. 

 
7.  The Department of Early Childhood Education and Care Directorate, 

NSW Department of Education and Communities contacts will be displayed in the foyer 
area. 

 

Suggestion box: 
 

1. A suggestion box is available in the foyer area for parents to write down their concerns 
and leave them anonymously if they wish. 

 
2. The suggestion box will be checked daily by the Approved Provider 

          or Nominated Supervisor. 

 
The Approved Provider/Nominated Supervisor will ensure that this procedure is 
followed at all times.  
 

 

 

 

 

 

 

 

 

http://www.acecqa.gov.au/


 
Hazardous Plants Policy 
 

Aim 
 
 Umina Kids Clubs are aware there is a lot of plants that are poisonous or capable of causing highly allergic 
reaction. The Serviceôs aim is to minimise the risk to children in relation to hazardous plants. The service where 
possible will gain professional advice when installing landscaping or new plants at the service. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Work Health and Safety Act 2011 
Work Health and Safety Regulations 2011 
 

Who is affected by this policy? 
 
Staff 
Child 
Families 
Visitors 
Management 
 

Implementation 
 
The Approved Provider/Nominated Supervisor of the Service will ensure that any vegetation in the childrenôs play 
area is identified and maintained to ensure that it does not present a hazard to the children. 
 
To minimise the risk the Service will: 

¶ Remove all poisonous plants. 

¶ Make available to all Educators and other Staff the latest information on poisonous plants. 

¶ Supervise children at all time around plants. 

¶ Teach children not to eat anything straight from a bush or plant. 

¶ Keep the Poison Information phone number 13 11 26 near the phone. 
 
Symptoms of poisoning: 

¶ Vomiting 

¶ Stomach cramps 

¶ Burning to the mouth 

¶ Irregular heart beat 

¶ Convulsions 
 
First Aid: 

¶ Ring Poison Information Line 13 11 26   

¶ Call 000 if child is having difficulty breathing, is unconscious or having a seizure. 
 
The Approved Provide/Nominated Supervisor will ensure that this policy in maintained and implemented 
at all times. 
 



Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Work Health and Safety Act 2011 
Work Health and Safety Regulations 2011 
Sydney Childrenôs Hospitals Network www.schn.health.nsw.gov.au Retrieved: October 2016 
Hazardous Plants Fact Sheet http://www.schn.health.nsw.gov.au/files/factsheets/poisonous_plants-en.pdf  
Poison information Centre www.poisonsinfo.nsw.gov.au  Retrieved: October 2015 
  

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
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Head Lice Policy 
 

Aim 
 
Pediculus humanus capitis commonly known as head lice can cause concern and frustration for parents, 
educatorôs staff and children.  This policy is intended to outline roles, responsibilities and expectations of Umina 
Kids Club to assist with treating and controlling head lice in a consistent and coordinated manner. 
 

Legislative Requirements 
 

Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2011 
 

Who is affected by this policy? 
 
Child 
Educators 
Family 
Management 
 

Implementation 
 
Management & Educators/Staff will: 
 

¶ Ensure that any educators/staff who undertake óhead lice inspectionsô will adhere to this policy and latest 
NSW Government-Health Department guidelines. 

¶ Only inspect the heads of children whose parents have given prior consent. 

¶ Service agreement form completed on enrolment includes permission for inspection of their childôs hair if 
they are seen to have head lice. 

¶ Respect the wishes of parents/families that elect not to participate in a childcare head lice check. 

¶ Advise Parents/Guardians if a child has head lice. 

¶ Provide up to date information on Head Lice from a recognised authority. 

¶ Keep families informed if there is someone at the Service with Head Lice. 
 
If a child is seen to have Head Lice, the following will occur: 
 

¶ The Nominated Supervisor will be notified, 

¶ The parent/guardian/authorised nominee will be contacted and asked to collect the child. 

¶ The childôs hair will be covered with their hat to ensure that the lice do not spread. 

¶ The child will not be made to feel isolated at any time.  
 
If there is an outbreak of Head Lice at Umina Kids club, we ask parents/guardians: 
 

¶ To check childrenôs hair for head lice on a weekly basis, at home, using the recommended 
conditioner/combing detection method. 

¶ That your child does not attend the Service with untreated head lice.  
Australian Government ïNational Health and Medical Research Council; Staying Healthy In Childcare 5

th
 

Edition 

¶ To regularly inspect all household members and then treat them if necessary. 

¶ To notify the Service if their child is found to have live lice and advise when appropriate treatment was 
commenced 

¶ That children with long hair will attend the Service with hair tied back. 

¶ To use only safe and recommended practices to treat head lice. 



¶ To notify the parents/guardians of your childôs friends so they have an early opportunity to detect and treat 
their children if necessary. 

¶ To maintain a sympathetic attitude and avoid stigmatising/blaming families who are experiencing difficulty 
with control measures. 

¶ To act responsibly and respectfully when dealing with members of the Service and broader community 
especially around issues of head lice. 

 
In cases of severe outbreaks children may be individually checked as they arrive at the Service each day, with the 
approval of the parents. 
 

The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 

at all times. 

Sources 
 

Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
Staying Healthy in Child Care 5

th
 Edition 2012 

 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016  Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Human Immunodeficiency Virus Infection, AIDS Virus Policy 
 

Aim 
The Service will provide effective hygiene practices and care of children to minimise the risk of exposure to HIV 
and will facilitate effective care of children that may be infected. 
 

Legislative Requirements 
 

Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Work Health and Safety Act 2011 
Work Health and Safety Regulations 2011 
Public Health (Amendment) Act 1991 
Anti Discrimination Act 1997 
 

Who is affected by this policy? 
 
Educators 
Child 
Staff 
Families 
Community 
Visitors 
Management 
 

Implementation 
 
The biggest problem is the lack of understanding of HIV/AIDS. It is the Approved Provider/Nominated 
Supervisorôs responsibility to inform educators/staff and parents of the facts in relation to HIV/AIDS, that are: 
 
a) AIDS is a medical condition which can damage the immune system of the body. 
b) It is caused by a virus, which is transmitted by the exchange of body fluids, which primarily occurs through 

sexual contact. 
c) Transmission of AIDS through blood products has occurred. However, the risk of contracting AIDS from a 

blood transfusion is estimated to be about one in 1,000,000. 
d) There is no evidence of the spread of the virus to children through other means at this time. 
 
The confidentiality of medical information regarding an infected child must be observed. Information disclosed to 
the Approved Provider/Nominated Supervisor must not be divulged to other Educators/staff members unless the 
parent provides written authorisation for the Approved Provider/Nominated Supervisor to do so.  
 
Children with the HIV virus will be accepted into the Service. 
 
Educators/Staff in the Service will carry out routine universal hygiene precautions at all times to prevent the 
spread of any infection. 
 
Care will be exercised by Educators/staff regarding exposure to body fluids or blood and the universal hygiene 
practices of the Service will be used. 
 
To perform resuscitation on any child including a child infected with HIV, simple precautions will be taken. The use 
of disposable mouth to mouth masks will be used. 
 
Unwell children will be assessed by their Doctor before they are excluded. 
 



Children with abrasions will cover these abrasions whilst attending the Service. If abrasions cannot be covered, as 
a precaution, it will be necessary for the child to be excluded from the Service until the wound has healed or until 
abrasion can be covered. 
 
Educators/staff members who have been infected by HIV are not obliged to divulge their status to their employer 
but are expected to act in a responsible manner towards other educators/staff, parents and the children in their 
care. 
 
No child, educator/staff member or parent shall be denied First Aid at any time. 
 
Current information will be available to educators/staff and families on request. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented 
at all times. 
 

Sources 
 
Staying Healthy in Childcare 5

th
 Edition 2012 

NSW Health  www.mhcs.health.nsw.gov.au Retrieved: October 2016 
Kids Health www.kidshealth.org Retrieved: October 2016 
WorkCover NSW www.workcover.nsw.gov.au Retrieved: October 2016 
Anti Discrimination Board www.lawlink.nsw.gov.au/ADB Retrieved: October 2016 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any 
interested parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
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Hours of Service Policy 
 

Umina Kids Club 
 
 

Aim: To ensure parents are aware of the centreõs hours or operation. 
 
The Centre will operate for a fifty one week period each year. If there is enough children requiring care 
during the two-week period over Christmas and New Year the Centre will remain open, closing only on the 
public holidays. Only the children who use the Centre during this period will be charged. Bookings for this 
period will need to be given in advance. 
 
The centre is open between 7.00am and 6pm to meet the needs of working parents. Hours of attendance 
must be nominated on the enrolment form. We request parents adhere to these nominated hours in order 
for us to maintain correct staff to child ratios at all times.  
 
The Centre closes at 6pm sharp. A late fee of $20 with an additional $1.00 per minute per child will be 
charged after 6pm to cover the staffôs overtime. 

 
Policy formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2104 , October 2015 and 
October 2016 
To be reviewed in October 2017. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 
 
 
 

Hygiene Policy. 
 

Aim: For staff to be aware of and implement current, recognized hygiene practices. Staff will 
also promote and encourage children to follow simple rules of hygiene. 
 
Staff will implement effective and strict health and hygiene practices that have regard to current community 
standards and are in accordance with relevant government guidelines to minimise risks to children. 
 
Sanitary hand gel is located outside the front entry for the use of all staff, children, parents and visitors entering the 
centre. This is to minimise germs entering the centre on a daily basis. 
 
The children will be encouraged to participate in regular thorough hand washing throughout the day. They will be 
taken to the bathroom to wash their hands before handling any food. 
 
Babyôs hands will be washed before handling food. 
 
Children will be taught to wash their hands after using the toilet; photos of the children washing their hands will be 
displayed in the bathrooms. 
 
Air dryers will be used to dry the childrenôs hands. 
 
Non water antibacterial cleanser will be available for outdoors. 
 
Staff will consistently practice through hand washing routines: 

¶ On arrival at the centre         

¶ Before commencing work 

¶ Before and after administering first aid 

¶ Before handling food 

¶ After handling raw food 

¶ After visiting the toilet 

¶ After using a tissue 

¶ After handling garbage 
 

¶  After touching eyes, nose, hair or mouth 

¶  After every break 

¶ After changing nappies or childrenôs soiled 
clothes 

¶ After handling animals 

¶ After any other unhygienic practice 

¶ After removing gloves 



× Children will be encouraged to use tissues wherever necessary and to place used tissues in the bin. 
× Staff will clean mouthed toys. 
× Bedding will be sprayed between different children using it or at least once a week if used by the same child. 
× Change tables are cleaned in accordance to the NSW Health recommendations after each nappy change. 
× The building and equipment will be cleaned regularly and thoroughly. 
× Staff will be kept up to date with hygiene practices currently recommended by recognised health authorities. 
× Drinking and eating utensils are washed thoroughly between uses. 
× Parents will be provided with information regarding hygiene and safe food handling and storage practices. 

 
Policy formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2014, October 2015 and October 
2016. 
To be reviewed in October 2017. 
References: Guide to the National Quality Standard 2013. 
Education and Care Services National Regulations 2014 
Staying Healthy in Childcare, 5th Edition, 2012. 
Belonging, Being and Becoming. The Early Years Learning Framework for Australia. DEEWR, 2009.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
Illicit Drugs, Alcohol & Illegal Substances Abuse Policy 
 

Aim 
 
To provide a safe work place environment where Educators and other Staff members are not under the influence of any illicit 
drugs, alcohol or illegal substances.  
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
 

Who is affected by this policy? 
 
Educators 
Staff 
Families 
Child 
Management 
 

Implementation 
 
If any Educator or other Staff are on prescribed medication, the Approved Provider/Nominated Supervisor should be advised of 
any side effects it may cause e.g. drowsiness. The Approved Provider/Nominated Supervisor will then asses any possible 
risks. If there are increased risks to the Educator or to other Staff or to the children the Educator/other staff member will need 
to leave the Service. The Educator or other Staff member will be asked to get a letter from their medical practitioner regarding 
any side effects that may affect their ability to perform their duties at the service.  
 
If any Educator or other Staff is suspected of being under the influence of alcohol or any illegal substances, they will be taken 
aside by the Approved Provider/Nominated Supervisor and asked if they are on any substances that could affect their ability to 
carry out their responsibilities effectively. 
 
If the Approved Provider/Nominated Supervisor is satisfied that they are not, then the Educator or other Staff member may 
return to work. If the Approved Provider/Nominated Supervisor is not satisfied with the answer, then the Educator or other Staff 
member will be asked to go to a medical practitioner for a clearance immediately.  
 
If the Educator or other Staff member refuses they will be sent home.  
 
An interview with the Approved Provider/Nominated Supervisor will be organised for the next day. 
 
At the interview, the situation will be discussed and if the matter is seen as misconduct the Educator or other Staff member 
may be warned or dismissed instantly according to the Serviceôs policies and procedures. 
 
Information on counseling services will be made available to the Educator or other Staff member. 
 
If the situation at any time becomes violent, the police will be called on 000. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all times. 
 
 



Sources 
 
Draft Education and Care Services National Regulations 2014 
Education and Care Services National Law Act 2010 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
WorkCover NSW www.workcover.nsw.gov.au/formspublications/publications/Documents/yw_alchol_drugs_5890.pdf 
Retrieved: October 2014 
Department of Health and Ageing www.health.gov.au Retrieved: October 2015 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016    Date for next review: October 2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.workcover.nsw.gov.au/formspublications/publications/Documents/yw_alchol_drugs_5890.pdf
http://www.health.gov.au/


 
 
 
 
 

Immunisation Policy. 
 
Aim: To reduce the risk of children and staff contracting infectious diseases. 
 
¶ In accordance with the changes to the NSW Public Health Act 2010, a child cannot be enrolled in an Early 

Childhood Education service unless the parent/guardian has provided documentation that shows the child: 
× Is fully vaccinated for their age; 
× Has a medical reason not to be vaccinated; 
× Has a parent/guardian who has a conscientious objection to vaccination or; 
× Is on a recognised catch-up schedule if their child has fallen behind with their 

vaccinations.  

¶ An Immunisation History Statement must be provided at commencement of a childôs enrolment, and updated 
as required immunisations are administered. These records will be systematically updated by the director. 

¶ Families will be reminded through newsletters at least twice a year to update immunizations and their records 
kept at the centre. 

¶ If a childôs immunisation record is not up to date or a child is not immunised they will be excluded from the 
centre if a vaccine preventable disease is present or suspected in the centre. In accordance to 
recommendations from the N.S.W health authority. 

¶ The N.S.W health authority will be notified of any present or suspected vaccine preventable disease in the 
centre. 

¶ Information from the N.S.W Health authority regarding immunisation will be provided to staff and families. 

¶ Information regarding current available immunisation programs will be provided to families. 

¶ Staff will be encouraged to be vaccinated and provided with information regarding immunisation for adults 
working in childrenôs services. 

¶ If a number of children at the centre are not immunised or their immunisation schedule is incomplete an 
information day or evening regarding immunisation will be arranged. A recognised Health professional will 
address the meeting. 

¶ Child care benefit will not be paid by the family assistance office if a child is not immunised, without proper 
reason. 

¶ A current list of all unimmunised children will be displayed in the office. 
 
Policy formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2014, October 2015 and October 2016. 
To be reviewed in October 2017.  
      
References:  
Department of Family and Community Services; Private Operators Long Day Care Handbook 2000; Health and Family 
Services; Education and Care Services National Regulations 2011. Guide to the National Quality Standard 2011. 
NSW Health Immunisation Enrolment Toolkit, Version 1.0 2013 
www.immunise.health.gov.au retrieved October 2016 
www.nhmrc.gov.au retrieved October 2016 
www.mhcs.health.nsw.gov.au retrieved October 2016 
 

http://www.immunise.health.gov.au/
http://www.nhmrc.gov.au/
http://www.mhcs.health.nsw.gov.au/


 

 

 
Incident, Injury, Trauma & Illness Policy 
 

Aim 
 
Umina Kids Clubs will ensure that immediate action is taken in the case of any incident, injury, trauma, or illness, and 
accident or emergency treatment is initiated as well as accurate records completed and kept. 
 

Legislative Requirements 
 

Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
 

Who is affected by this policy? 
 
Educators 
Child 
Staff 
Families 
Visitors 
Management 
 

Implementation 
 
The Approved Provider/Nominated Supervisor will ensure: 

¶ The parent/guardian of a child attending the Service has given: 

o written authorisation for the service to seek, urgent medical, dental, hospital treatment or ambulance service. 

o written consent to carry out the appropriate medical, dental or hospital treatment. 

¶ If a child has an accident or becomes ill at the Service: 

o The child will be supervised by an educator/staff member until the child becomes well or a 
parent/guardian/authorised nominee of the child arrives. 

o If urgent medical or dental treatment is required, immediate steps will be taken to secure treatment. 

o A childôs preferred medical practitioner or dentist will be contacted and used where practicable. 

o The parents/guardian will be notified as soon as practically possible. 

o The child will be returned to the care of the parent/guardian as soon as practicable. 

¶ If any medication, medical, hospital, dental or ambulance services are obtained, a parent will be notified as soon as 
practically possible of the situation and what has been required. 

¶ If a serious accident occurs at the Service requiring a child to receive medical, dental or hospital treatment the following 
are to be notified: 

o The parent/guardian of the child  

o The Approved Provider 

o The Department of Education and Communities 

¶ If a death of a child occurs at the Service the following are to be notified: 

o The parent/guardian of a child that their child has been taken to hospital (Doctor to tell parents of death) 

o The Police 



o The Approved Provider 

o The Department of Education and Communities 
 

¶ The Approved Provider must ensure that an Incident, Injury, Trauma and Illness Record is completed by 
educators/staff, signed and dated, as soon as reasonably possible within 24 hours. 

¶ The Approved Provider must ensure that a parent/guardian is as soon as practicable, but not later than 24 hours after 
the occurrence notified of the incident/injury/trauma/illness, and in doing so signs and is given a copy of the Incident, 
Injury, Trauma, and Illness record. 

¶ The Approved Provider must keep the Incident, Injury, Trauma and Illness Record until the child is 25 years of age. 
 

The Approved Provider of the Service will ensure that policies and procedures are in place to enable the Nominated 
Supervisor and the primary contact staff to comply with the requirements of the Education and Care Services National 
Regulations 2011 Division 3 Section 176. 
 
The Service will have at least one person at all times on the premise that holds a current approved First Aid Qualification, as 
well as Asthma and Anaphalaxis training. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy in maintained and implemented at all 
times. 
 

Sources 
 

Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to the National Quality Standard 2013 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016  Date for next review: October 2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Inclusion Policy 
 

Aim 
 
Umina Kids Club aims to have a Service where children realise their full potential regardless of gender, race, age or ability. 
 

Legislative Requirements 
 
Anti Discrimination Act 1977 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
 

Who is affected by this policy? 
 
Educators 
Children 
Families 
Staff 
Community 
 

Implementation 
 
To enable all children to develop respect for, physical, racial, religious, and cultural differences. 
 
To enable all children to develop autonomy, independence, competency, confidence and pride. 
 
To provide all children with accurate, developmentally appropriate information about their own, and other's, disability and 
culture. 
 
Educators/Staff will be positive role models, encouraging children to experience active and energetic play in order to develop 
their physical potential. 
 
All children will be presented with a wide range of male and female work roles, both within and out of home, including 
nurturing roles. 
 
All children will be encouraged to develop friendships with each other based on mutual trust and respect. 
 
The physical environment of the Service, and its programs, including objectives, focus and direction, incidental learning 
opportunities and group activities reflect its commitment to a cross-cultural and non-discriminatory perspective. 
 
The program is developmentally based and relevant to children's life experiences, interests and social skills. 
 
Where Parents/Guardians are from a non-English speaking background, they will be encouraged and invited to contribute 
knowledge or their own culture to enhance the overall program. 
 
Educators/Staff must make it clear that it is not O.K for a child to say, or do, unfair things to another person and that if this 
happens, the Educator/Staff will step in. 
 
Provide training to Educator/Staff when required. 
 
Educators/Staff will access support and information from KU Childrenôs Services Inclusion Support on a needs basis. 
 



 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014. 
National Quality Standards 2013 
Anti Discrimination Act 1977 
Early Childhood Australia www.earlychildhoodaustralia.org.au Retrieved: October 2015 
KU Childrens Services Inclusion Support  www.ku.com.au/inclusion-support/ Retrieved: October 2015 

 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
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Dealing with Infectious Diseases Policy 

Aim 
 
 Umina Kids Clubs will minimise the spread of potentially infectious diseases between children, and the Service, by 
excluding children, educators/staff, and visitors, who may have an infectious disease or are too ill to attend the Service. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
National Quality Standards 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
Public Health Act and Regulation (NSW) 1991 
 

Who is affected by this policy? 
Child 
Parents 
Family 
Educator  
Staff 
Management 
Visitors 
Volunteers 

Implementation 
To minimise the spread of Infectious disease between children, educators/staff and visitors Umina Kids Club will: 

¶ exclude from care and notify the local Public Health Unit and provide details of any known or suspected persons with any 
of the following vaccine preventable diseases: 

o Diphtheria 

o Poliomyelitis 

o German Measles 

o Tetanus 

o Measles 

o Mumps 

o Whooping Cough  

o Chicken Pox 

¶ exclude a child with any of the following symptoms which might indicate they have a potentially serious illness: 

o vomiting, 

o rash, especially if purplish or hemorrhaging spots (possibly meningococcal) or blistering (possibly 
staphylococcal), 

o headache, 

o stiffness of the neck, 

o aversion to light (photophobia), 

o drowsiness or any unusual state of consciousness or behaviour, 

o convulsion or epileptic seizure. 

o severe pain anywhere (including toothache), 

o swelling of the lips, mouth, tongue, throat, neck or airways, 

o hives, 

o asthma, wheezing, or any difficulty breathing, 



¶ exclude a child with any of the following symptoms which might indicate they have an infectious illness: 

o diarrhoea, 

o generalised rash, 

o enlarged or tender lymph glands, 

o severe cough with fever, 

o head lice, nits, scabies, ringworm, impetigo, or mouth ulcers not yet treated, 

o mouth ulcers due to herpes simplex virus or coxsackie virus, 

o infection or yellow or green discharge of the eyes or ears, 

o if any other infectious disease is suspected. 

¶ Exclude children, educators/staff, volunteers or visitors who have infectious diseases other than listed above in 
accordance with the NHMRC Recommended Minimum periods of exclusion. 

¶ Ensure all educators/staff and persons working at the Service conform to all infectious disease policies. 

¶ Isolate the child from other children. Make sure the child is comfortable, and is supervised by an educator/staff member. 

¶ Contact the childôs parents/guardians or, if they are unable to be contacted, an authorised nominee for emergencies as 
listed on the enrolment form. Inform the parents/guardian or authorised nominee of the childôs condition, or suspected 
condition, and ask that the child be picked up from the Service as soon as possible. 

¶ Ensure all bedding, towels, clothing, etc., which has been used by the child is disinfected ï these articles should be 
washed separately and, if possible, aired in the sun to dry. 

¶ Ensure all contact toys are separated and disinfected. 

¶ Ensure all eating utensils are separated and sterilised. 

¶ Information will be available in relevant community languages when required. 

¶ Inform all families of the presence of an infectious disease in the Service. 

¶ The Service will ensure confidentially of any personal or health related information obtained by the Service, in relation to 
any children, educators/staff, childrenôs parents/guardian and families. 

¶ If a child has been unable to attend the Service because of an infectious illness, when the child has fully recovered the 
family must obtain a certificate from their doctor which specifically states the child  is not infectious and is able to attend 
care. 

 
If a child has not been immunised, they may be excluded from care during outbreaks of some infectious diseases, 
even if their child is well, depending on advice from the Public Health Unit. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
Guide to the National Quality Standard 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
Staying Healthy in Child Care Preventing Infectious Diseases in Child Care 5

th
 Edition 2012 

Immunise Australia www.immunise.health.gov.au Retrieved: October 2016 
Public Health Act and Regulation (NSW) 1991 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
 

 

 

http://www.immunise.health.gov.au/


 

 
 
Interactions and Relationships with Children Policy 
 

Aim 
 

Educators/staff and coordinators at Umina Kids Club are intentional, purposeful and thoughtful in their decisions and actions.  
They engage in reflective practice as a form of ongoing learning that involves engaging with questions of philosophy, ethics 
and practice. Educators/staff aim to ensure that all interactions with children are positive and conducive to their wellbeing, 
which convey mutual respect, equity and recognition of each childôs strength and skills. Positive peer interactions are 
encouraged and observed. This interaction is encouraged between all children who attend the Education and Care Service. 
The mixing of age groups is accepted and encouraged and configured to provide for each childôs comfort and to minimise the 
risk of overcrowding, while providing adequate supervision as required by the Education and Care Services National Regulation 
2011. 
 

Legislative Requirements 
 

Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
 

Who is affected by this policy? 
 
Children 
Educators 
 

Implementation 
 
Educators/Staff to Children interaction: 
- Relationships that are responsive, respectful and promote childrenôs sense of security and belonging, free them to 

explore the environment and engage in learning. 
- Educators/staff need to communicate closely with parents/guardians to determine how individual children indicate their 

needs, such as: hunger, toileting, tiredness, and emotions (happiness, sadness, frustration). 
- Tantrums can occur as a way of releasing frustration. Educators/staff must allow a child to calm down and then reassure 

the child. The Educator/staff member can simply discuss what has happened with the child and then give an alternative 
behaviour. For example: ñIf you are being hurt, next time come and tell meò. 

- A toddlerôs need for emerging independence should be encouraged where possible, Educators/staff can utilise routine 
activities to initiate meaningful interactions. 

- Most toddlersô have a need for affection and reassurance. Toddlers can often become frustrated, and are affected by 
separation from family. Educators/staff need to be responsive to this in ways appropriate to each individual family. 

- Preschoolers may appear very sure of themselves at times, however, they still need affection. Educators/staff should 
interact appropriately to each individual child. 

- Conversations should be two-sided, and Educators/staff should show children that their ideas and comments are valued. 
- Educators/staff should build a rapport with the children and families. This can be achieved with the children by asking 

them what they did on the weekend, what their pet did last night ect. In return share some of your stories of what you (the 
Educator) did as well. 

- Allow time to talk to parents/guardians as they can provide valuable information about their childôs culture, family life, 
likes/dislikes, and interests. 

- Use positive guidance. Tell children what you want them to do ï ñWe walk insideò rather than ñNo runningò. 
- Give the children something to look forward to: ñToday weéò  This enables children to feel proud of their learning. 
- Be attentive to all children, at all times. A look or smile is all children need to know that they are being noticed and valued 

without having to resort to attention seeking behaviour. 



- Educators/staff members should be honest in showing their feelings. If educators/staff members are feeling frustrated, ill 
or getting impatient, they should be able to discuss these feelings with the children in a non-threatening way. Use ñIò 
messages to explain your concerns and enlist the childrenôs help. 

 
Children to Children interaction: 
 
Educators/staff will support and encourage children to: 
- Build and maintain sensitive and responsive relationships with other children and adults. 
- Verbalise feelings and ideas. 
- Listen to other children. 
- Show respect for others. 
- Develop good social skills. 
- Accept others of different culture, race and religion. 
- Be co-operative. 
- Have good relationships with each other. 
- Share experiences. 
- Show acceptance of routines. 
- Seek help when frustrated. 
- Interact with other children. 
- Be relaxed and happy with each other. 
- Contribute to activities and participate. 
- Respond to positive discipline practice. 
- Feel comfortable with themselves. 
- Respect other childrenôs space and privacy. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 
 

Sources 
 

Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
Early Years Learning Framework 
Raising Children Network www.raisingchildren.net.au Retrieved: October 2015 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
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Late Departures Policy 
 
Aim: To ensure staff and parents are aware of the procedures that will be taken if a child is left at the 
centre after 6pm. 
 
The centre closes at 6.00pm each day. If your child is not collected by 5.50pm, the staff will attempt to ring 
emergency contact people and ask them to make arrangements to collect the child. If the child is not collected by 
6.30pm the staff will take the child to Gosford Police Station. Where they will remain until collected by a parent or 
contact person. 
 
Staff who remain after 6.00pm have to be paid overtime hence a late fee of $20 with an additional $1.00 per minute 
per child is charged. This charge will accrue until the building is locked and staff have exited. 
 
If you anticipate an unavoidable delay please ring the staff and inform them of the alternate arrangements you have 
made for the collection of your child. 

 
Policy formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2014 , October 2015 and October 2016. 
To be reviewed in October 2017. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Lock Down Policy 

Aim 

The Lock Down Policy aims to provide a safe and secure environment for our staff, children, families and visitors to the centre 
in the event of a threat, dangerous situation or natural disaster within the community. Further the Service aims to minimise 
the risk of harm or the exposure to danger, for anyone on the premises through the implementation of this procedure. 
 

Legislative Requirements 
 

Education and Care Services National Law Act 2010 

Education and Care Services National Regulations 2014 

NSW Work Health and Safety Act 2012 

Work Health and Safety Regulations 2011 

Who is affected by this policy? 
 
Children 
Families 
Staff 
Management 
Visitors 
 

Implementation 

Critical incidents could be any of the following: 

¶ Death of a child at the service. 

¶ Children/staff member being taken hostage. 

¶ Armed hold up/intruder. 

¶ A seizure of centre property (liquidation, court orders, eviction). 

¶ A disaster in the local community e.g. (earthquake, flood, toxic chemical spills/fumes, bad weather, cyclone, 

thunderstorm) 

¶ Fire other than inside the building (see Bush Fire Policy). 

¶ Live stock on the loose.  

¶ Unusual amounts of media attention. 

¶ Aggressive trespassers. 

¶ Aggressive non custodial parents. 

 
NOTE:  

If the toxic/chemical spills or fumes are coming from inside the building, then you must follow the Emergency Evacuation 

Procedure. 

If the fire is coming from within the building, then you must follow the Emergency Evacuation Procedure. 

Initial Notification 

If an event takes place that requires a "Lock Down", the following should occur: 

¶ Any staff member who witnesses the event must try to raise an alarm. 



¶ Telephone Emergency Services 000 immediately. 

¶ No other phone calls to be made (lines to stay free for emergency advice). 

¶ The Approved Provider/Nominated Supervisor or Responsible Person in charge will determine the need for a "Lock 

Down" and raise the appropriate alarm. 

 

Alarm Procedure 

¶ The Approved Provider/Nominated Supervisor or Responsible Person in charge will sound the bell/whistle or 

make a public speaker announcement as follows: 

 

¶ ñThis is a LOCK DOWNò 

¶ ñThis is not a fire drillò 

¶ ñEveryone is to stay in the room, remain low/seated and to keep calm and quiet.ò 

 
Movement of Children and Staff 

¶ Staff and children will remain in their rooms.  

¶ If possible, staff will make efforts to seal and lock play room doors and windows. 

¶ Children should remain low and out of sight during the lockdown period.  

¶ If children are outside, staff should endeavour to move them inside as quickly as possible. 

 
Staff Responsibilities 

¶ Approved Provider/Nominated Supervisor or Responsible Person in charge should contact Police and follow 

their instructions. 

¶ Staff who are not directly involved in the lock down or without children to supervise are to liaise with 

emergency services-only if it is safe to do so. 

¶ Staff must check the sign-in registers and ensure all signed-in children are present. Any absences must be 

reported to the Approved Provider/Nominated Supervisor or Responsible Person as soon as it is safe. 

¶ Staff to ensure they have all sign in registers, emergency contact lists, any emergency medication 

(Epipens/Asthma). 

¶ Staff are to close and lock all doors and windows, turn the lights off and ensure children are kept below the 

window level.  

¶ All staff, children and anyone else present will remain in the locked room/s until an ñAll Clearò announcement 

is made by the Director/Nominated Supervisor or person in charge. 

 
All Clear Signal 
The All Clear Signal is as follows:  
 

¶ The Approved Provider/Nominated Supervisor or Responsible Person will sound the Centreôs bell (if applicable) or 

blow a whistle for 5 seconds. 

¶ The Approved Provider/Nominated Supervisor or Responsible Person will then: say ñThe Lock Down has now ended, 

everyone follow me and the staff in an orderly manner.ò  

¶ Lockdown Checklists are to be completed by each room and office, after ñAll Clearò. 

The Approved Provider/Nominated Supervisor will ensure that this policy in maintained and implemented at all 

times. 



Sources 
 

Education and Care Services National Law Act 2010 

Education and Care Services National Regulations 2014 

NSW Work Health and Safety Act 2012 

Work Health and Safety Regulations 2011 

The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 

parties. 

Reviewed: October 2016   Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Maintenance of Building Policy 
 

Aim 
 
Umina Kids Clubs aim is to maintain the centres building effectively to minimise the risk of accidents or injuries for staff, 
children, families and visitors. To provide children, staff and visitors, to the centre with the safest possible environment. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Work Health and Safety Act 2011 
Work Health and Safety Regulations 2011 
 

Who is affected by this policy? 
 
Child 
Families 
Staff  
Visitors 
Volunteers 
Management 
 

Implementation 
 

¶ Buildings and all equipment will be maintained in a safe, clean condition and in good repair at all times.  

¶ The centre and equipment will be regularly checked to ensure that they are in a  
good and safe condition, comply with relevant Australian Standards. 

¶ Equipment will be regularly washed and cleaned. 

¶ Parents will be encouraged to notify the staff of any problems that they might observe. 

¶ Anything that requires maintenance is to be reported to the Approved Provider/Nominated Supervisor as soon as 
possible. 

¶ Faulty equipment should be removed immediately. 

¶ A maintenance book will be kept, that records any maintenance that needs to be addressed. 

¶ The maintenance book will record: 
Å Type of problem  
Å Date that it was observed  
Å Who notified the Approved Provider/Nominated Supervisor and when?  
Å What was done to rectify the problem?  
Å Date repaired  
Å Name of Person/Tradesperson who repaired the problem  

¶ All products and equipment is to be stored so as to minimise manual handling incidents. 

¶ All power points are to be fitted with safety plugs when not in use. 

¶ Sandpits will be covered at night and raked regularly to dispose of any animal faeces, other contaminants or potentially 
dangerous objects. 

¶ It is the responsibility of the Approved Provider to ensure that pest control is safe and appropriate to use in a childrenôs 
service. 

 



The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
WorkCover NSW - Serious about safe business kit www.workcover.nsw.gov.au Retrieved: October 2014 
 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.workcover.com.au/


 
Management Participation Policy 
 

Aim 
 
The aim of the Approved Provider of Umina Kids Club is to ensure all aspects of the Education and Care Service operations 
run smoothly and efficiently. To be supportive and resourceful to Educators and other Staff and Families, and to ensure 
expectations of Educators and all other Staff are understood and good communication is maintained 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
Child Care Service Handbook 2010-2011 
 

Who is affected by this policy? 
 
Educators, Children, Staff, Management, Families. 
 

Implementation 
 
The Approved Provider is responsible for: 
 
a) Ensuring the smooth operation of the Education and Care Service. 
b) Supporting the Nominated Supervisor in her/his role. 
c) The financial management of the Education and Care Service. 
d) Keeping all Service parents informed of issues arising. 
e) Ensuring buildings and facilities are maintained adequately. 
f) Participating in the selection of the Serviceôs Educators and all other Staff members. 
g) Ensuring that policies are adhered to at all times. 
h) Developing Service policies in consultation with Education and Care Educators, other Staff, the Nominated 

Supervisor, Families and other interested parties.. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to National Quality Standards 2013  
Child Care Service Handbook 2013-2014  
Australian Childrenôs Education & Care Quality Authority  
NSW Department of Education & Communities  
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016  Date for next review: October 2017 



 

 

 

 
 
 

 
 
 

Manual Handling Policy. 
 
Aim: To ensure staff are aware of correct operating procedures for manual 
handling. 
 
Manual handling is any activity that requires the use of force exerted by a person in order to lift, push, 
pull, carry or otherwise move any object or person. Manual handling covers a wide range of activities 
including lifting, pulling, pushing, grasping, throwing and carrying. There are very few jobs that do not 
involve some form of manual handling. 
 
Manual handling can lead to injury of almost any part of the body including hands, wrists, arm, 
shoulders, neck, backs, groins, legs and abdominal muscles. 
 
Injuries often take the form of sprains and strains caused through the parts of the body concerned being 
subject to physical stresses that are greater than the strength of the structures bearing the load. 
However other injuries can occur through manual handling such as lacerations from gripping sharp 
edges, burns from handling hot or very cold items under difficult circumstances, bruising or contusion 
from direct blows from objects being handled or mishandled. 
 
Back injury is by far the most occurring manual handling injury. Damage from back injury may be 
permanent if serious injury such as ruptured intervertebral disc occurs. 
 
Once a manual handling risk has been suggested or identified, the following procedures should be 
followed: 
 
 Step 1 Identification and assessment 
 The Director and staff will collaborate and assess the risk. 

Other staff should be consulted as necessary to ascertain what they perceive the problem to be. 
 
Step 2 Control 
Once the risk has been assessed, a determination is made as to what action or control needs to 
be implemented. This should be done in consultation with staff. 
 
Step 3 Evaluation 
Evaluation and review are necessary to: 
 Make sure that the changes are adopted correctly. 

Be certain that the changes need further improvement or modification. 
Make sure changes are not causing other problems. 

  



Manual Handling of Children Procedure 
Standard operating procedures for nappy changing 
Nappy changing has been identified as a manual handling risk and the following procedures must be 
followed to avoid injury. 
Step 1 
At any changing period any one person must only change a maximum of FIVE children. 
Step 2  
Alternate the size of children wherever possible during the changing time. For example, choose a 
smaller child to change followed by a larger child. 
Step 3 
Stairs are provided and must be used by any child who can walk. 
Step 4 
Correct lifting techniques need to be used if the child is lifted, as demonstrated in the manuals. 
 
Standard operating procedures for carrying and lifting children 
Children over the age of 2 years should not be lifted or carried. Alternatively a staff member should sit 
with a child. 
 
When a parent hands a child over 2 years of age to a staff member, the staff member must sit on a chair 
before they receive the child. This will allow the staff to receive the child without carrying the child. 
 
Procedures For Reporting Staff Injury 
If injury has occurred: 

¶ Report to the Director 

¶ Report to the Assistant Director 

¶ Report to the team leader 
The injured party is to record in the WHS file if possible. (if not possible the Director will do so) Record: 

¶ Time and date of incident 

¶ Brief account of incident 

¶ Names of witnesses 

¶ Action taken 
The injured person will then need to complete a Work Injury Report Form. 
The information will be recorded and kept in the staff file. 

 
Policy formatted: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2014, October 
2015 and October 2016. 
To be reviewed in October 2017. 
References: Health and Safety in NSW Child Care Centres, 2002 
Work Cover safety Manual. 2007. www.workcover.nsw.com.au 
 

 

 

 

 

 

 

 

 

 

 

 



 

 
 
Medical Conditions Policy 
 

Aim 
 
The aim of Umina Kids Clubs is to effectively care for and manage children with Medical Conditions including asthma, 
diabetes, or a diagnosis that the child is at risk of anaphylaxis, in accordance with the Education and Care Services National 
Regulations. 
 

Legislative Requirements 
 
Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
 

Who is affected by this policy? 
 
Educators, Staff, Families, Child, Management. 
 

Implementation 
 
The management of medical conditions at Umina Kids Clubs is of the utmost importance to our Service. This policy requires 
certain parties to perform certain duties when it comes to medical conditions. 
 
Parent/Guardian Duties: 
If a child is enrolled at the Service who has a diagnosed medical condition the parent/guardian needs to do the following: 

1. Provide a medical management plan for their child 
2. In consultation with the Service develop a risk minimisation plan: 

¶ Ensuring risks are assessed and minimised 

¶ Ensuring practices and procedures in relation to safe handling, preparation, consumption and service of food are 
developed and implemented. 

¶ Ensuring practices and procedures to notify parent/guardian of any known allergens that pose a risk to the child, 
and developing and implementing strategies for minimising the risk. 

¶ Developing practices and procedures to ensure that all Staff can identify the child, the childôs medical 
management plan and the location of the childôs medication. 

¶ Developing practices and procedures to ensure that the child does not attend the Service without medication 
prescribed by the childôs medical practitioner. 

3. In consultation with the Service develop a communications plan to ensure that: 

¶ Staff members and volunteers are informed about the medical management plan and risk minimisation plan of 
the child. This must be specific to the child enrolling.  

¶ Any changes to the medical plan, risk minimisation plan and communication plan and how this is to occur. 
Meetings should be planned at least quarterly to update and revise the information between the family and the 
service. The date should be set from one meeting to the next. 

 
GUIDELINES FOR CHILDREN AT RISK OF ANAPHYLAXIS 

¶ Parents of a child at risk of anaphylaxis have been provided with a copy of the services Dealing with Medical 
Conditions Policy including severe allergy and anaphylaxis, asthma and diabetes. 

¶ Ensure that no child that requires an EpiPen is left at the service without an EpiPen.  EpiPen must be kept in an 
easy identifiable place and that it is within the storage and use by date as required by manufacturer.  Parents 
must supply the service or carer with a complete EpiPen Kit. The use by date is recorded on the allergy lists in 
each childôs room. 



¶ EpiPen is stored in a container in a location that is easily accessible to adults, inaccessible to children and away 
from direct sources of heat. Other medication that is used to counteract anaphylaxis signs and symptoms needs 
to be stored as per manufacturers instructions. 

¶ Ensure an ASCIA anaphylaxis action plan is filled out with the family in conjunction with a medical practitioner.  
Once completed this should be displayed in a prominent position as well as with the epi-pen.  Parents will need 
to notify the service or carer if there are changes and provide an updated and signed action plan. 

http://www.allergy.org.au/images/stories/anaphylaxis/2013/ASCIA_Action_Plan_Anaphylaxis_EpiPen_Person
al_2013.pdf 

¶ The serviceôs emergency action plan for the management of anaphylaxis is in place and all staff/educators 
(where applicable) understand the plan. 

¶ Parent/guardianôs current contact details are available. 

¶ Information regarding any other medications or medical conditions (eg asthma) is available to staff. 

¶ Some common triggers of Anaphylaxis include food, bites and stings, medication and other (including latex). 
 
In relation to the child at risk from food related allergies: 
This child should only eat food that been specifically prepared for him/her.  Where the service is preparing food for the chi ld, 
ensure that it has been prepared according to the parentôs instructions.  Some parents may choose to provide food for their 
child. 
 
Approved Provider Duties: How this service will manage the enrolment and care provided for a child with a medical 
condition. 
If a child is enrolled at the Service who has a medical condition, the Approved Provider needs to do the following: 

1. Inform the Nominated Supervisor, Educators, Staff and volunteers of how to manage the medical condition. This will 
be done through a meeting with all relevant stakeholders and any additional support information/workers. The 
meeting must take ïplace prior to the child commencing care. 

2. Seek additional information and complete a risk assessment if the medical condition has not been managed by the 
service previously. This may include resources sought by services such as KU inclusion support. 

3. Implement the risk measures identified in the risk assessment to reduce the incident of reactions within the care 
environment and make the service as safe as possible for the child.  

4. Develop a risk minimisation plan in consultation with the childôs parent/guardian 
5. Develop a communications plan in consultation with the childôs parent/guardian 
6. Ensure all staff sign, that they have read the childôs medical management plan, risk minimisation plan, and 

communications plan. 
7. Seek permission from the childôs family, should the action plan need to be displayed in clear view of others using the 

service, ie: not confidentially. 
8. Seek additional service action plans for the generic management of that medical condition which may be displayed 

within the service. 
9. Only permanent educators will be involved in the management and administration of the required medication for the 

child concerned. 
10. Educators will be provided the opportunity for further resources and support information so that they feel confident in 

the management of the medical condition. 
11. Action plans which include an epi pen must be displayed both with the epi pen and in all care environments used 

(i.e.: Indoor and outdoor). All other action plans should be confidential in the childôs main care environment, this may 
be in the childôs medication file. 

 
 
The Approved Provider/Director/Nominated Supervisor will ensure that this policy is maintained and implemented at 
all times. 

 

Sources 
Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
Guide to the National Quality Standards 2013 
Australasian Society of Clinical Immunology and Allergy  
 

Review 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: April 2013, October 2016   Date for next review: October 2017 

 



 
Medication Policy 
 

Aim 
 
 Umina Kids Clubs aim is to facilitate effective care and health management of children who are taking medication for health 
problems, prevention and management of acute episodes of illness or medical emergencies by the safe administration of 
medication and compliance with the regulations. 
. 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
National Quality Standards 2011 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
Poisons and Therapeutic Goods Act 1996 (NSW)  
Public Health Act 1991  
 

Who is affected by this policy? 
 
Educators 
Child  
Staff 
Families  
Management 
 

Implementation 
 
At times Service educators/staff will be asked to take the responsibility of administering medication to children. The following 
procedures are to be followed at all times: 

¶ Medication will not be administered to a child unless prescribed by a medical practitioner. If the medication is an over-the-
counter drug including Homeopathic, Naturopathic, it must be accompanied with a letter from a medical practitioner 
stating the childôs name, the dose required and the period for which this dose is required. 

¶ Medication will not be administered to a child unless presented at the Service in the container in which it was dispensed. 
Educators/Staff will not administer unlabelled medication. 

¶ Written consent will be required by the parent/guardian/authorised nominee before medication will be dispensed to a 
child. 

¶ Two educators/staff members at all times will check the medication and dosage and sign the Medication Authority Form 
once the medication has been administered.  

¶ Short Term Medications.  
 

o This applies to medications that are only prescribed for a short period of time. Parents are to complete a 
Medication Authority Form when requesting that medication be given. The form is to include the childôs name, 
plus the name of the medication, purpose and dosage of medication and the name of the prescribing doctor. 
This form is to be completed every day that the medication is required for each medication. 

¶ Long Term Medications 
 

o This applies to medications that may be prescribed for administration over a prolonged period on a regular 
basis, e.g. asthma preventatives. Parents are to complete a Long Term Medication Authority Form when 
requesting that medication be given accompanied with a letter from the doctor which outlines the health 
condition being treated, the purpose of the medication, instructions on its administration, side affects to 



monitor for, and an emergency or first aid care plan if relevant. This form must be renewed every six months 
or if there is any change to the medication, e.g. dosage to be given. 

¶ All Medication Authority forms will be kept in a secure and confidential file until the child turns 25 years of age. 

¶ All medication will be securely stored in a locked cupboard, or locked area in the fridge. 

¶  If there is a disagreement between family members, including between custodial and a non custodial, Department of 
Education and Communities will be contacted for advice. No medication will be given until advice has been obtained by 
Department of Education and Communities. 

¶ If in the event that a child refuses to take their medication, educator/staff member will not force them and 
parents/guardian will be contacted immediately. 

¶ Medication will not be given if these guidelines are not followed. 

¶ All medication will be cross checked and administered using the 5 rights: 
1. Right Child 
2. Right Medication 
3. Right Time 
4. Right Dose 
5. Right Manner (indicated on medication label and Authority Form i.e. with food) 

 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
Guide to the National Quality Standard 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
WorkCover www.workcover.nsw.gov.au Retrieved: October 2016 
Children, Youth and Womenôs Health Services Parenting and Child Health www.cyh.com.au Retrieved: October 2014 
Kids and Poisons www.childsafetyaustralia.com.au  Retrieved: October 2016 
 

Review 
 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
 
Reviewed: October 2016   Date for next review: October 2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.workcover.nsw.gov.au/
http://www.cyh.com.au/
http://www.childsafetyaustralia.com.au/


 
 
 
 
 

Minimising Occupational Health Risks For Child Care Professionals 
 
Aim: To maintain a healthy working environment for staff. 
 
We have a number of policies and procedures in place that promote safe and healthy preventative practices for child 
care professionals. 
 
Hand washing is one of the most effective infection controls for staff working in child care. 
 
Immunisation also stops child care professionals from getting some diseases. We encourage our staff to be up to 
date with immunisations. Some of the most common vaccine preventable diseases for child care professionals are: 
 
                           Measles,    Rubella,    Chicken Pox,    Hepatitis A ,   Hepatitis B. 
 
There are a number of infections that pregnant child care professionals should be particularly cautious of. The 
publication, ñStaying Healthy in Child Careò will be used as a guide to assist management and pregnant staff to 
reduce the risk of infection and act swiftly in the case of these infections being present at the centre. 
 
Child care is a demanding and at time stressful profession. Management and staff will work collaboratively to 
minimise stress for the staff at the centre. Staff will have the responsibility to discuss with the Director any issues that 
are causing undue stress for the staff and possible solutions. 
 
The Director will monitor the ongoing morale and stress levels of the staff and support staff to deal with stressful 
situations as they may occur. 
 
Staff will complete the óWorking Safelyô handbook to ensure they are aware of Occupational Health and Safety risks 
associated with the profession. Staff will complete the óWorking Safelyô evaluation annually so as to be aware of any 
changes to related policies and to remind them of OH&S risks and their prevention. 
 
There will be two nominated OH&S officers at all times. All staff are encouraged to report risks immediately to these 
officers.  
 
WH&S will be addressed at every staff meeting. 
 
Policy formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2014, October 2015 and October 2016 
To be reviewed in October 2017. 
References: Staying Healthy in Child Care 5th Edition 2012 
N.S.W. Immunisation Register immunise.gov.au 
 

 

 

 

 



 

 
Minimising the Use of Toxic Products and other Potentially Dangerous Products 
Policy 
 

Aim 
 
In the interest of the whole centre community, the health and safety of children and staff, the centreôs aim is to monitor its use 
of chemicals, how and when they are used, in addition to how they are stored.  We will always seek to use the least harmful 
product in a way that has the minimum impact on the children whilst still maintaining high standards of hygiene and 
cleanliness. 
   

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
 

Who is affected by this policy? 
 
Child 
Staff 
Families 
Management 
 

Implementation 
 
In order to minimise the use of toxic products and other potentially dangerous products the staff will undertake chemical 
audits, obtain information (MSDS) about the products used (correct usage/storage), make use of current information and 
resources and provide this information to all contact staff. 
 
Umina Kids Clubs will 
 

¶ Use the least harmful product:  the centre will use warm water/mild detergent or non toxic neutralizer for everyday 
cleaning of surfaces. 

 

¶ Use chemicals in least harmful manner: the centre will minimise use of cleaning and other products while children are 
present (where possible). 

 

¶ Correctly handle/store/use chemicals: the centre will audit and store chemicals in appropriate storage cupboard that 
are inaccessible to children and select products with child proof packaging.   

 

¶ Use Correct Information: The centre will obtain Material Safety Data Sheets (MSDS), emergency details and have 
correctly labeled containers. The MSDS will be clearly displayed where any hazardous chemicals or substances are 
stored. When required MSDS will be available in community languages. 

 

¶ Train Staff: Staff will receive ongoing training in the use of potentially dangerous products. 
 

¶ Train Children: Children will be taught through the centreôs program about safe behaviours and practices in regards 
to the storage of dangerous chemicals and substances. 
 

Students, visitors and volunteers must comply with this policy at all times. 
 



The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 

Sources 
 
Kids and Poisons www.kidshealth.schn.health.nsw.gov.au/files/attachments/767/poison_safety_brochure.pdf 
Retrieved: October 2014 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
Guide to National Quality Standard October 2013 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 
 
 

Mobile Phone Policy. 
 

Aim: For all persons within the centre to be aware of the restrictions of mobile phone usage. 
 
Within todayôs society, the usage of mobile phones is commonplace. We need to be aware that this can 
breach children and family rights to confidentiality as well as impose on the workplace environment. 
 
All staff, parents and visitors entering the centre should be aware that the use of mobile phones for 
photos and videoing children without staff permission is prohibited. It is a breach of the confidentiality 
policy and the families agreements forms to be taking photos and or videos without the centreôs prior 
permission.  
 
It is a parentôs to make and receive phone calls while within the centre, however we do make aware that 
staff are also very busy and that this is usually a time where communication directly with them regarding 
your childôs day is of most importance. 
 
Staff must leave all mobile phones in the staff room, in their cars, or at home. While ever staff are within 
rooms (including store rooms) or outdoor environment of the centre they are required to be undertaking 
their working positions and the use of mobile phones is not permitted at any time. Should anyone need 
to contact staff immediately, staff are more than welcome to provide family members with their 
workplace phone number. 
 
    
Policy formatted in: October 2007. 
Reviewed: October 2008, October 2009, October 2010, October 2011, October 2012, October 
2013, October 2014 , October 2015 and October 2016.  
To be reviewed in October 2017. 
References: Education and Care Services National Regulations 2014. 
http://www.workcover.nsw.gov.au/formspublications/publications/Documents/using_mobile_pho
nes_safely_fact_sheet_3459.pdf 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.workcover.nsw.gov.au/formspublications/publications/Documents/using_mobile_phones_safely_fact_sheet_3459.pdf
http://www.workcover.nsw.gov.au/formspublications/publications/Documents/using_mobile_phones_safely_fact_sheet_3459.pdf


 

 
Multicultural Policy 
 

Aim 
 
 Umina Kids Clubs aim is to provide a centre and program which recognises that Australia is a multicultural society, where 
different ethnic groups co-exist harmoniously, and are free to maintain and practice their culture, while recognising that all are 
equal as individuals. 
 
Our program will recognise the importance of similarities as well as differences in various cultures. We will incorporate the 
cultural and linguistic backgrounds of Families, Educators/Staff and the Community, and include experiences and materials 
which meet the individual needs and interests of the children. 
 
It is also equally important to introduce Children to a variety of different cultures, not just to the cultures, represented within 
this Service. 
 
We will support families of non-English speaking backgrounds in every way and if we cannot, we endeavour to put them in 
contact with the right organisation that can help them. 
 

Legislative Requirements 
 
Anti Discrimination Act 1977 
 

Who is affected by this policy? 
 
Educators 
Children 
Families  
Staff 
Community 
 

Implementation 
 
Educators/Staff will include individual experiences for non-English speaking children. 
 
Educators/Staff will consult with parents about the care of each child when there may be a conflict between the Service's 
philosophy and family values. 
 
Parents/Guardians will be encouraged to participate in the Service program, and to introduce their cultures/food/crafts/dress 
to the children enrolled at the Service. 
 
The Service will provide within the program activities relevant to other cultures, books, music, songs, cooking activities, craft, 
clothing, multicultural dolls, multicultural puzzles, games, play equipment, posters, utensilôs to help foster cultural awareness. 
 
The Service has access to an ethnic worker provided by SUPS, and their attendance at the Service will depend on availability, 
at the time required. 
 
All Educators/Staff are encouraged to attend in-service training on multicultural programming and awareness. 
 
 
 
All activities/materials brought into the Service will be monitored to ensure that negative and discriminating images of 
particular cultures are avoided. 



 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
Anti Discrimination Act 1977 
Supporting Diversity http://www.education.vic.gov.au/Documents/childhood/professionals/learning/trkpart2diver.pdf      
Retrieved October 2016.   
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016  Date for next review: October 2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 
 
Nappy Change & Toileting Policy 

Aim 
  Umina Kids Clubs accept enrolments of children who are not yet toilet trained ï and has the appropriate facilities to 
accommodate these. Educators/staff acknowledge the importance of working closely with families to ensure the needs of the 
child are met ï including any cultural practices staff may need to be aware of. The Approved Provider will ensure that 
adequate, developmentally and age appropriate toilet, washing and drying facilities are provided for use by children being 
educated and cared for by the Service. Further, the design of the toilets, washing and drying facilities enable safe use and 
convenient access by the children. 
 

Legislative Requirements 
 
Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
 

Who is affected by this policy? 
 
Child, Educators. 
 

Implementation 
 
Toileting and nappy changing will be carried out at regular intervals throughout the day (or as needed). Children who are in 
nappies will have details of this recorded in the register kept by the Educators/staff. This is located in the nappy change 
areas for parents to check.  Staff will also be aware of and accommodate the possible need to maintain privacy when toileting 
and dressing. 
 
Nappy changing and toileting will only be carried out by permanent Educators/staff (or familiar casual Educators), following 
the nappy changing procedure outline by the National Health and Medical Research Council. At times it may be required that 
a student carries out the nappy change as part of practical requirements, where an Educator/staff will always be present and 
monitor this.  In addition if a parent is present and helping their child (toileting in the bathroom), an Educator/staff member is 
required to accompany any other children needing to use the bathroom at the same time. 
 
At all times, appropriate hygiene practices will be maintained, and procedures followed to minimise the risk of infection. 
Educators/staff will always model and promote healthy hygiene practices and hand washing procedures, discussing these 
with the children and encouraging the children to follow these practices.  
 

 The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all times. 
 

Sources 
 
Education and Care Services National Regulation 2015 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
Staying Healthy in Child Care 5

th
 Edition 2012 

 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016    Date for next review: October 2017 



 
 

Nappy Change Procedure 
 

At all times Educators will follow the following health & hygiene procedures for 
nappy changing. This is in accordance with recommendations from recognised 
health authorities.  Please note that only permanent Educators/Staff are to change 
nappies.  An Educator/Staff Member, will also supervise any practical student 
required to do nappy changing as part of their course requirements. 

 
* Nappy changes occur regularly and as needed throughout the day. At all     times keep one 
hand on the child to prevent them from falling off the change table. 
 

¶ First prepare change area: wash your hands, put on gloves, place paper towel, wipes and bag to 

dispose of nappy within reach. 

¶ Place paper on the change table. 

¶ Remove the childôs nappy, place in bag, then put in a ñhands freeò lidded bin. 

¶ Remove any clothes with urine and soiling on them. 

¶ Clean childôs bottom. 

¶ Remove the paper and put it in a ñhands freeò lidded bin. 

¶ Remove your gloves by peeling them back from your wrists, turning them inside out as you go. Put 

the gloves in the bin. 

¶ Put nappy on and dress the child. 

¶ Wash your hands. 

¶ Wash and dry the childôs hands. 

¶ Take the child away from the change table. 

¶ Clean the table with disinfectant or warm soapy water. 

¶ Wash your hands. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Toileting Procedure 

 
At all times Educators/Staff Members will follow the following health & hygiene 
procedures for toileting. This is In accordance with recommendations from 
recognised health authorities.  Please note that only permanent Educators/Staff 
Members are to help with toileting.   
 
 

Toileting occurs at any time of the day and is tailored to meet individual needs.  Educators/staff will 
communicate with parents to develop continuity and consistency with their childôs toileting. 
Educators/staff will be aware of and consider any special requirements related to culture, religion or 
privacy needs. 
 

¶ At all times staff will encourage and support the childôs independence in toileting, providing 
assistance where required. 

¶ Where possible it is preferable to use the toilet rather than a potty when toilet training. This is for 
hygiene/infection control reasons. 

¶ Use gloves for any of these stages in the toileting procedure: 

¶ Assist child to remove clothing if needed. 

¶ Assist child onto toilet if needed. 

¶ Assist the child to wipe themselves, encouraging them to wipe front to back. 

¶ Assist the child to flush the toilet. 

¶ Get the child to wash and dry hands on single use towel, and then leave the bathroom. 

¶ Educator/staff member to wash hands also. 
 
If the child has soiled or wet their clothing: 

 

¶ Remove any wet/soiled clothing and seal in a bag for washing. 

¶ Clean and dry the child. 

¶ Remove gloves and wash hands, do not touch the childôs clean clothing. 

¶ Put on new gloves and dress the child, wash and dry the childôs hands.  Have them leave the 
bathroom. 

¶ Clean any spills following procedure for cleaning spills of body fluids. 

¶ Remove and dispose of gloves, wash and dry your hands. 

 
 

 

 

 

 

 

 

 

 

 



 
Notifiable Disease Policy 
 

Aim 
 
 Umina Kids Club will notify the Public Health Authorities if there is a breakout of a vaccine preventable disease in order to 
make the child care environment a safe place for all to attend.   
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
National Quality Standards 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
Public Health Act (Amendment) 1992 
 

Who is affected by this policy? 
 
Child 
Staff 
Educators 
Families 
Volunteers 
Students 
Management 
 

Implementation 
 
Under the Public Health Act (Amendment) 1992, all Education and Care Services must by law notify the Public Health 
Authorities in the event of an outbreak of a vaccine preventable disease in their Service. The service will maintain records 
about the immunisation status of children, and educators and staff, which will be updated, and will also include details for 
children who are considered unimmunised. Parents/guardians have a responsibility to notify the Service if their child develops 
a vaccine preventable disease to assist in notifying the Public Health Unit. The procedure in this event would be as follows: 

 
1/ Parent/Guardian notify the Service that their child has been diagnosed with a  
    vaccine preventable illness. 
 
2/ The Approved Provider /Nominated Supervisor would then call the PUBLIC HEALTH OFFICER  
    PH: 43494845 
 
3/ The Approved Provider/Nominated Supervisor will provide information about the: 
 
Full Details of the Child:  NAME 
    DATE OF BIRTH 
    ADDRESS 
    CONTACT DETAILS 
 
 
A list of any ñUNIMMUNISEDò children/staff and their details, to the Public Health Officer. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy in maintained and implemented at all 
times. 
 



 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
Guide to the National Quality Standard 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
Staying Healthy in Child Care Preventing Infectious Diseases in Child Care 5

th
 Edition 2012  

Australian Standard Vaccination Schedule: 
http://www.health.nsw.gov.au/immunisation/Documents/nsw_schedule_july_13.pdf Retrieved: October 2016 
NSW Health http://www.health.nsw.gov.au/publichealth/Infectious/notification.asp Retrieved: October 2016 

 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.health.nsw.gov.au/immunisation/Documents/nsw_schedule_july_13.pdf


 

 
Nutrition/Food/Beverages/Dietary Requirements Policy  
 

Aim 
 
Children in Long Day Care must receive 50% - 70% of their food intake whilst in care. It is therefore essential that the Service 
provides information to parents/guardians so that adequate nutrition is provided to the children in proportion to the time spent 
in care. Umina Kids Clubs aim is to provide food and beverages, as well as food and nutritional education that is consistent 
with the national dietary guidelines for children and adolescents and national infant feeding guidelines. The service will follow 
state regulation, food safety principles, national dietary guidelines that are appropriate to the childôs age, cultural background 
or medical needs. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 

 Food Standards Australia New Zealand Act 1991 
 Food Standard Australia New Zealand Regulations 1994 
 Food Act 2003 (NSW) 
 Food Regulation 2010 (NSW) 
 

Who is affected by this policy? 
 
Child 
Staff 
Educators 
Families 
Management 
 

Implementation 
 
It is the Serviceôs responsibility to help children and parents/guardians develop good food attitudes and habits.  
 
In order to achieve this, Umina Kids Clubs will: 

¶ Provide a menu consistent with the Australian Dietary Guidelines. 

¶ Provide Water and Milk as the only beverages served throughout the day. 

¶ Provide Water at all times to the children throughout the day. 

¶ Cater to the individual needs of children in relation to culture, vegetarianism, allergies and any medical conditions. 

¶ Present food in an attractive manner. 

¶ Develop an awareness of cross-cultural eating patterns and related food values. 

¶ Provide safe food, i.e. hygienically sound and with reduced risk of choking. 

¶ Ensure meal times are relaxed, pleasant and timed to meet the needs of the children. 

¶ Discuss food and its nutritional value with the children. 

¶ Prohibit the use of food as punishment, reward or bribe. 

¶ Prohibit any form of force feeding. 



¶ Encourage independence and social skills at meal times. 

¶ Establish healthy eating habits in the children by the incorporation of nutritional education into the program. 

¶ Communicate with parents/guardians about their childôs food intake, i.e. to display the menu for the nursery, report any 
concerns regarding childrenôs eating habits. 

¶ Inform parents/guardians of childrenôs nutritional needs through posters and information. 

¶ Provide safe drinking water to children and educators/staff at all times, and ensure children have adequate fluid intake 
during their care. 

¶ Parents/guardians are encouraged to follow up the ñhealthy eatingò message at home. This policy and information 
provided to parents/guardians throughout their childôs enrolment will support the parents/guardians in doing this. 

¶ Motivate educators/staff to present themselves as role models, maintaining good personal nutrition, and to eat with the 
children at meal times. 

¶ Provide nutrition and food safety training opportunities for all educators/staff including awareness of culturally diverse 
foods and preparation. 

¶ Provide training to educators/staff in regards to understanding and handling eating behaviors of children (including refusal 
of food by children). 

 
The special needs of infants will be considered, the Service will: 

¶ Encourage and support mothers with infants to continue to breast feeding as long as possible. 

¶ If infants need extra fluids, cooled boiled water will be provided. 

¶ Provide a supportive environment for breast feeding mothers to use while visiting the Service. 

¶ Encourage introduction of solid foods at between four to six months. 

¶ Provide baby cereal, pureed vegetables, and pureed fruits as first solids. 

¶ Introduce iron containing foods such as meat, poultry, fish, legumes and whole grain cereals between 6 to 9 months. 

¶ Provide a suitable range of food textures according to age and development of the infant. 

¶ Encourage the use of a cup rather than a bottle from 12 months of age.  
 
The Approved Provider/Nominated Supervisor will ensure that this policy in maintained and implemented at all 
times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to the National Quality Standards 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
Healthy Kids http://www.healthykids.nsw.gov.au/ Retrieved October 2015  
Better Health Chanel www.betterhealth.vic.gov.au Retrieved October 2015 
NSW Health www.mhcs.health.nsw.gov.au Retrieved October 2015 
NSW Food Authority www.foodauthority.nsw.gov.au Retrieved October 2015 
National Health & Medical Research Council www.nhmrc.gov.au Retrieved October 2015 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 

 

 

 

 

http://www.betterhealth.vic.gov.au/
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http://www.foodauthority.nsw.gov.au/
http://www.nhmrc.gov.au/


 
 
 
 
 

Orientation of New Staff 
 
Aim: To ensure staff are familiar with the centreõs aims, philosophy and policies prior to commencing 
at the centre. New Staff members will become aware of appropriate work practices, have met with 
their colleagues and families and are familiar with the environment. To ensure that new staff are well 
prepared to provide continuity for the children and families. 
 
¶ New staff members will attend the centre for half a day prior to commencement. 

¶ A staff induction checklist will be completed prior to commencement. 

¶ New staff members will only be rostered on a middle shift when possible for the first month of employment. 
This will allow the new staff member to be introduced to the families by another staff member in the room. 

¶ New staff members will receive information regarding the children that will be in their care. 

¶ New Staff will meet regularly with the team leader and or director to clarify practices and provide feedback. 

¶ A staff development form will be completed and discussed with the director within two months of commencing. 

¶ Relief staff will complete the staff induction checklist, where possible work the 8.30-5.00pm shift, and be given 
information regarding the children that will be in their care. 

¶ A trial period of 3 months will be given to early childhood teachers and miscellaneous workers (Diplomas and 
untrained assistants) if the employer is not satisfied with the employees performance employment will no 
longer continue. 

¶ A one month trial period will be given to trainees. 
 
This policy was formatted in: January 2007. 
Reviewed in:  January 2008, January 2009, January 2010, January 2011, January 2012, January 2013, October 
2013,October 2014  October 2015 and October 2016. 
 
To be reviewed in: October 2017. 
Reference:  N.S.W Department of Industrial Relations. 
  Educational Services (Teachers) Award 2010 
  Childrenõs Services Award 2010 
  
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Parent/Guardian and Family Involvement Policy 
 

Aim 
 
Umina Kids Clubs aim to encourage Parents/Guardians to be involved and contribute to the decisions, of the Education and 
Care Service. Parents/Guardianôs wishes will be taken into account regarding the extent and type of involvement at our 
centre.  Parent/Guardianôs and family participation is viewed as a welcome and valued resource. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
NSW Department of Education & Communities  
 

Who is affected by this policy? 
 
Educators 
Child 
Families 
Staff 
Management 
 

Implementation 
 

¶ Parents/Guardianôs are welcome to visit at any time.  

¶ Parents/Guardians are invited to make suggestions and contributions to the childrenôs program, centreôs menu, surveys, 
policies and procedures including enrolment and orientation. 

¶ The expertise of families is recognised and Parents/Guardians share in decision making about their childôs learning and 
wellbeing. 

¶ Parents/Guardians and other authorised family members are invited to share aspects of their culture with the Educators, 
other Staff and children: such as craft, cooking, music and language experiences (Such as favorite stories, stories from 
home cultures, special skills, talents or even bathing a new baby). 

¶ Special activities will be arranged throughout the year to promote family and community participation in the centreôs 
activities.  

¶ Parents are also invited to participate in the daily routine such as assisting in craft activities, special language activities 
and morning/afternoon tea. 

 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 

Sources 
 
Education and Care Services National Regulations 2014 
Education and Care Services National Law Act 2010 
Guide to National Quality Standards 2013 
Australian Childrenôs Education & Care Quality Authority  
NSW Department of Education & Communities  
 



Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016  Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 
 
Parent/Guardian Communication Policy 
 

Aim 
 
Parent/Guardian and Service communication is an important aspect of Early Childhood, which enables Educators and other 
Staff to more closely meet the needs of children and families and provide consistency and continuity between the Service and 
home environments. This provides the Parent/Guardian, the opportunity to discuss their childôs development and progress. At  
Umina Kids Club we provide a number of outlets in which this exchange of information can take place.  
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
NSW Department of Education & Communities  
 

Who is affected by this policy? 
 
Educators 
Child 
Families 
Staff 
Management  
 

Implementation 
 
The following will occur: 

o Face to face verbal interactions at arrival and departure times. 
o Regular newsletters via the childrenôs individual pockets once a month, emailed etc.  
o A notice board where various messages and notices are displayed advertising current issues and upcoming 

events. 
o Occasionally Educators will ask parents to complete short surveys in order to maintain up to date records and 

seek parent feedback on various topics. 
o It is the Parent/Guardianôs responsibility to read these notices and ensure they are aware of current 

issues and events in the Education and Care Service. 
o Policies will be regularly reviewed in a variety of ways (sign in area, newsletters and, emails to enable parent 

comment in centre practices. 
o Communication by email is regular to keep information flowing quickly. 

 
N.B The Service has access to support and translating services for non English speaking families.  If required, 

information will be made available in home languages. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to National Quality Standards 2013  
Australian Childrenôs Education & Care Quality Authority  
NSW Department of Education & Communities  



 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Parent/Guardian Complaint/Grievance Policy 
 

Aim 
 
 Umina Kids Clubs aim is to welcome Parents/Guardians comments and concerns in any area of our work and encourage 
Parents/Guardians to speak with us if you have any concerns or comments that may help us improve our Service or our 
performance. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
NSW Department of Education & Communities  
 

Who is affected by this policy? 
 
Child 
Families 
Staff 
Management 
 

Implementation 
 
Any Parent/Guardian with any concern or complaint in relation to the service provided is encouraged to follow these steps: 
 
Minor Complaint: 

2. Parents/Guardians are encouraged to discuss minor concerns with room leader or the Nominated Supervisor as soon 
as possible. 

 
Serious Complaint: 

8. Parents should immediately discuss with Approved Provider or Nominated Supervisor. 

9. Details of complaint are recorded. 

10. The Approved Provider or Nominated Supervisor will investigate and keep Parents/Guardians informed of any actions taken. 

11. Print a Notification of Complaints and Incidents (other than Serious Incidents) NL01 Form.   

Complete/Fill in form NL01 and send to NSW Early Childhood Education and Care Directorate Locked Bag 4028 

ASHFIELD NSW 2131. 

12. Complete form within 24 hours of complaint, advise of any action taken in response to the complaint as soon as reasonably 
practicable after the action taken. 

13. If Parents/Guardians are not satisfied with the outcome a contact number for the Department of Early Childhood Education and 
Care Directorate, 
NSW Department of Education and Communities Community Services will be given to them. 

14. The Department of Early Childhood Education and Care Directorate, 
NSW Department of Education and Communities Community Services contacts are displayed in the foyer area. 

 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 

 



Sources 
 
Education and Care Services National Regulations 2014 
Education and Care Services National Law Act 2010 
Guide to the National Quality Standard 2013 
NSW Department of Education & Communities  
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

Kids Club 
 

Parent/Guardian Feedback 
 
 

 

Dear Parent/Guardian 
 
It would greatly assist our Service in our quality and continuous improvement planning if you would 
provide some thought to what you see as our Education and Care Serviceôs strengths, and areas we can 
improve in. 
 
Attached is a feedback form which will enable us to gain Parents/Guardians views on some important 
Service and Educational issues. Your response is confidential and will be combined with those of other 
Parents/Guardians to provide us with your views, ideas and advice. 
 
Please return completed feedback form by éééééé. 
 
Thank you for your participation. 
 
 
 
éééééééé. 
Approved Provider/Nominated Supervisor 
 

 
 
 
 
 
 
 
 



 

Parent/Guardian Feedback Form 
  
 Strongly 

Agree 
Agree Disagree Donôt 

Know 

1. I feel welcomed in the Service.     

2. The Service takes my concerns seriously.     

3. The Service provides helpful information.     

4. I feel as though I can talk to the Educators about 
my childôs progress. 

     

5. The Service values my help and interest.     

6. The Educators provide a challenging and 
stimulating environment for my child. 

    

7. The Educators care if my child is not doing as well 
as he/she can. 

    

8. The Service has a safe and secure environment.     

9. The Service is always looking for ways to improve 
what it does. 

    

10. The Educators and Staff regularly praise 
children. 

    

11. The children are the Serviceôs main focus.     

12. I share in the education of my child.     

13. I receive adequate notice of Service events.     

14. Newsletters are regular and informative.     

15. The Service aims are to improve the quality of 
learning and teaching. 

    

What do you see as the strengths of the Service? 
 
 
 
 

In what ways do you think the Service could be improved? 
 
 
 
 

In what ways would you like to be more involved in the Service? 
 
 
 

What other comments would you like to make (if any)? 
 
 
 

 
Thank you for taking the time to respond to these questions. 
 
This form should be returned to the office by ______________ 

 

 

 



 

 
Partnerships with Families Policy 
 

Aim 
 
Parents can assist Educators to increase their understanding of their children and support them in their childôs leaning and 
well being whilst at Umina Kids Club. In turn, Educators can help parents/guardians increase their competence and 
confidence in themselves as well as in their understanding of their childrenôs development. 
 

Legislative Requirements 

 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
NSW Department of Education & Communities  
 

Who is affected by this policy? 
 
Educators 
Child 
Staff 
Families 
 

Implementation 
 
The following guidelines will assist in helping Educators to develop positive relationships with parents/guardians: 
 

¶ Being respectful and supportive of families and their needs. 

¶ Providing an informative and effective orientation upon enrolment, obtaining background information about the child 
and family. 

¶ Involve Parents/Guardians in making decisions about their child/children. 

¶ Provide an effective means of communication to families about their childôs day and progress. 

¶ Being accepting of individual differences in parenting and child rearing practices. 

¶ Accept that some Parents/Guardians may not be able to give a lot to the Service at particular times in their lives. 

¶ Provide families with current information about community and support services.  

¶ Parents/Guardians will be encouraged to attend parent meetings, information nights and events throughout the year. 

¶ Parents/Guardians will have the opportunity to make appointments to meet with Educators when required. 
 
We aim to have open communication between Educators and Parents/Guardians which involves the exchange of information 
about the operation of the Education and Care Service and the development and needs of the children.  Such interactions will 
be based on mutual respect in a positive, open and responsive environment. 
 
Regular information about the Education and Care Service will be distributed to families. 
 
Information, when required, will be available to parents of non English background. 
 
Educators will be available to discuss any parents concerns. 
 
Parents/Guardians will be involved in changes to the centreôs policies and procedures. 



 
 
The Approved Provider/Nominated Supervisor will ensure that this policy in maintained and implemented at all 
times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Draft Education and Care Services National Regulations 2014 
Guide to National Quality Standards 2013  
NSW Department of Education & Communities  
Early Childhood Australia Code of Ethics Retrieved: October 2015 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Personal Hygiene Policy 

Aim 
  
Child Care is a very demanding profession. Therefore, it is essential that Educators and other Staff members take care of 
themselves and act as a role model for children, parents and visitors. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010  
Education and Care Services National Regulations 2014 
National Quality Standards 2011 
Early Childhood Australia Code of Ethics 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
NSW Work Cover 
 

Who is affected by this policy? 
 
Educators 
Staff 
Families 
Child 
Management 
Visitors 
 

Implementation 
 
Educators and other Staff members are requested to: 
a) avoid coming to work when unwell. Any Educator or other Staff member who is suffering from an infectious condition 

will be excluded from work. 
b) maintain healthy clean habits, including clean nails and hair, and fastening back long hair. 
c) help children learn the concepts of good personal hygiene, good habits when handling food, correct use of toilet, and 

procedures for washing hands. 
 
Frequent hand washing is the single most effective method of preventing the spread of disease.  
 
Hands should always be washed: 
a) on arrival at the Education and Care Service. 
ii) after toileting yourself or a child. 
iii) before and after changing nappies. 
iv) before and after giving medication. 
v) before and after giving First Aid. 
vi) after wiping a childôs nose. 
vii) after removing gloves. 
viii) before leaving the Education and Care Service. 
 
To effectively wash hands, it is necessary to spend a period of fifteen seconds using soap and running water. All surfaces of 
hands should be cleaned, including the sides and between the fingers. 
 
Posters which promote hand washing should be placed in prominent positions above each hand basin. Hand basins will not 
be used for: 
a) food and drink preparation. 
b) rinsing soiled clothing. 
c) cleaning potty chairs. 



 
Notices with procedures for centre hygiene should be displayed in change areas, staff rooms and toilet areas. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 

Sources 
 
Guide to National Quality Standards 2013    
Work Health and Safety Act 2011 
Work Health and Safety Regulations 2011 
NSW WorkCover  www.workcover.nsw.gov.au Retrieved: October 2016 
Staying Healthy in Child Care preventing infectious diseases in child care, 5

th
 edition  

 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016  Date for next review: October 2017 
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Personal Treasures Policy. 
 

Aim: To prevent children becoming unnecessarily upset over toys and special items brought from 
home. 
 
Please do not let your child bring toys or special items from home to the centre, they may become lost or broken. 
 
A soft toy may be sent for rest time. 
 
Items from home often present problems in an environment where the equipment belongs to everyone and children 
are encourage to share equally. 
 
Policy formatted in: October 2009 
Reviewed in October 2010, October 2011, October 2012, October 2013, October 2014, October 2015 and October 2016. 
To be reviewed in: October 2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
Pest Control Policy 
 

Aim 
 
Umina Kids Club aims to ensure that our Service and surrounding grounds are vermin and pest free and controls measures 
are put in place through an external professional Pest Control Company. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
National Quality Standards 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
 

Who is affected by this policy? 
 
Children, Parents, Staff, Educators, Management, Families, Community. 
 

Implementation 
 
Our Service will endeavour to keep the environment free from pests and vermin infestations by: 

- Conducting Pest Inspections at least once a year/more frequent if required.  

- Should evidence of vermin be notified by pest inspectors further action will be taken. 

- Clean regularly as per our Policies regarding Maintenance and Hygiene. 

- Maintaining a cleaning schedule and daily indoor and outdoor safety checklists to ensure that all areas are checked 

for vermin and pests before children/educators/staff have access to them. 

- Following our policies regarding Dangerous Chemicals and Substances and Minimising the use of Potentially 

Dangerous Substances.   

The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 

 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
Guide to the National Quality Standard 2013 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
 
Reviewed: October 2016   Date for next review: October 2017 
 



 
Policy & Procedure Review Policy 

Aim 
 
To ensure that all policies and procedures are reviewed when required, to ensure that they are reflective of  Umina Kids 
Clubs practices and meet the requirements of the National Regulations and National Quality Standards.  
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
 

Who is affected by this policy? 
 
Educators, Staff, Families, Child, Management 
 

Implementation 
 
Management will ensure that all policies and procedures will be reviewed annually or when required.  
 
Parents of children enrolled at the service are notified 14 days or earlier (if required) before making any changes to a policy or 
procedure. This is for policies and procedures which may have a significant impact on the serviceôs provision of education 
and care to any child enrolled at the Service or the ability to utilise the service. 
 
This will be achieved by the following process:  

¶ During Educator and Staff Meetings at the policy review date. 

¶ Via newsletters. 

¶ Via a Policy Review forms. 
 
Educators other Staff and Parents are able to enquire and have input into any of the policies and procedures of the centre at 
any time. 
 
All policies will be sourced, and dated at each review. Educators/Staff/Management will continuously source relevant 
information to ensure policies are reflective of current practices and requirements set out by the National Regulations and 
National Quality Standards. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to National Quality Standards 2013 
NSW Department of Education & Communities  
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
Reviewed: October 2016  Date for next review: October 2017 



 
Priority of Access Policy 

Aim 
 
By following the Australian Governments- Department of Education, Employment and Workplace Relations: Priority of Access 
Guidelines, our aim is to provide an Education and Care Service that allocates places to those families with the greatest need 
for childcare support. 
  

Legislative Requirements 
 
Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
A New Tax System (Family Assistance) Act 1999 
 

Who is affected by this policy? 
 
Children 
Staff 
Parents 
Management 
 

Implementation 
 
Children enrolled at  Umina Kids Club will be given Priority of Access in accordance to the guidelines set by the Department 
of Education, Employment and Workplace Relations. 
 
They set out the following three levels of priority, which the Education and Care Service must follow when filling 
vacant places: 

¶ Priority 1  a child at risk of serious abuse or neglect 

¶ Priority 2 a child of a single parent who satisfies, or of parents who both satisfy, the work/training/study test under 
section 14 of the A New Tax System (Family Assistance) Act 1999 

¶ Priority 3 any other child 
 
Within these main categories, priority should also be given to the following children: 

¶ Children in Aboriginal and Torres Strait Islander families 

¶ Children in families which include a disabled person 

¶ Children in families which include an individual whose adjusted taxable income does not exceed the lower income 
threshold or whoôs partner are on income support 

¶ Children in families from a non-English speaking background 

¶ Children in socially isolated families 

¶ Children of single parents 
 
On enrolment parents will be notified of their priority and advised that it the Service has no vacancies and their childôs 
position is a priority 3 under the Priority of Access Guideline, it may  
be required that their child leave or reduce their days in order for the Service to provide a place for a higher priority child. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 



Sources 
 

Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
Guide to the National Quality Standard 2013 
Childrenôs and Young Persons (Care and Protection) Act 1998  
Child Care Services Handbook 2013-2014 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016    Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
Privacy, Security and Confidentiality Policy 
 

Aim 
 
At Umina Kids Club our aim is to provide you with the highest standard of service. In order to do this our Education and Care 
Service is required to collect personal information from you about your child/ren, and parents/guardians, before and during 
the course of a childôs enrolment in our Service. We are committed to protecting your privacy and we abide by the National 
Privacy Principles contained within the Privacy Act. Privacy of your personal information is important to us and we conduct 
our business with respect and integrity. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
NSW Department of Education & Communities  
Laws relating to protection of privacy and confidentiality; duty of confidentiality arising from a contract with parent; to whom 
and when information must be disclosed;  
Child Care Service Handbook 2013-2014 
Privacy Act 1988 (Cth.);  
 

Who is affected by this policy? 
 
Educators 
Child 
Staff 
Families 
Management  
 

Implementation 

What information do we collect, why and how it is used? 

Basic details are usually collected directly from parents such as your names and the names of authorised persons 
(authorisations) to collect or contact in case of an emergency, address, phone contacts but it is also necessary for 
Educators/Staff to collect details regarding your childôs name, date of birth, medical details, health, routines, likes and dislikes 
which make up a personal profile. 
 
In addition we are required to hold information regarding your childôs Child Care Benefit entitlements. 
 
All this information is vital in assisting us to provide the best possible individual care for your child and for processing 
payments. Some of the information we collect is to satisfy the services legal obligations under the National Regulations. 
 
The Education and Care Service from time to time may disclose personal and sensitive information to others for 
administrative purposes. This includes to the Early Childhood Education and Care Directorate, NSW Department of Education and 

Communities, Family Assistance Office, Department of Health, Family Law Court and other Education and Care Professionals. 
Naturally, much of this information is of a personal nature and some of it might be regarded as ósensitiveô and not the sort of 
information that you would wish to have unnecessarily disclosed to others. 

 
We assure you that: 

¶ This information will only be used by our Educators and other Staff members in order to deliver your childôs care 
to the highest standards. 

¶ It will not be disclosed to those not associated with the care of your child without your express consent. 



¶ You may ask to seek access to information held about you and your child and we will provide access without 
undue delay. 

¶ This access might be inspection of your childôs records or by providing copies of the information. 

¶ We will take reasonable steps to ensure at all times that the details we keep about your family are accurate, 
complete, and up to date. 

¶ We will take reasonable steps to protect this information from misuse or loss and from unauthorised access or 
disclosure. 

¶ Our Educators and other Staff are committed to respect these principles at all times. 

¶ If a student has a valid training requirement, that involves the gathering of certain information pertaining to your 
child or family, the student must have written consent from the parent/guardian and the Approved Provider/ 
Nominated Supervisor. 

¶ All documentation will be stored in safe and secure area at the service premises. 

What is personal information? 

In the Privacy Act personal information is defined as information about an individual whose identity may be worked out from 
that information. This includes names, addresses, phone numbers etc. 
 
What is sensitive information? 
Sensitive information refers to information such as a personôs racial or ethnic origin, religious or health information and 
requires a higher level of protection because of the sensitive matters it relates to. 
 
For detailed information about the legislation go to the Federal Privacy Commission website: www.privacy.gov.au If you have 
any concerns or questions about the way your personal information is being managed please contact the Approved Provider/ 
Nominated Supervisor. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 

Sources 
  
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to National Quality Standards 2013 
Child Care Service Handbook 2013-2014 
Australian Childrenôs Education & Care Quality Authority  
NSW Department of Education & Communities  
Privacy Act 1988  
Privacy and Personal information Protection Act 1998 

 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.privacy.gov.au/


 
Professional Development and Training Policy 
 

Aim 
Umina Kids Club ensures the highest quality  of child care through its support systems for Educators, which allow Educators 
and other Staff members to determine their work performance, provide high job satisfaction and opportunities for 
advancement, further training and development. This also includes training required by the National Standards to work in an 
Education and Care Service. 

Legislative Requirements 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
NSW Department of Education & Communities  
Children and Young Persons (Care and Protection) Act 1998 
The Commission for Children and Young People Act 1998 

Who is affected by this policy?  
Educators 
Staff  
Management 

Implementation 
We employ caring, loyal and capable Educators and other Staff members who bring to this Education and Care Service 
different qualities, qualifications and experiences to follow our Education and Care Service philosophy and Quality 
Improvement Plan. 
 
All Education and Care Service Educators and other Staff members will have childcare experience and expertise. 
 
All Education and Care Service Educators and other Staff members will be assessed to ensure they have the required abilities 
to care for children, understand their responsibilities under the child protection legislation and are fit and proper persons to 
care for children. 
 
New Educators and other Staff members will be introduced to the appraisal system during orientation. 
 
An initial Educator and other Staff appraisal will take place within 3 months of employment to ensure new Educators and other 
Staff are clear about their responsibilities and the Services expectations of them, and thereafter at least every 12 months. 
 
The appraisal process will be appropriately linked to the Educatorôs and other Staff members Job Description and will include: 
- appraisal of the employees job description & clarification of expectations of their role. 
- self assessment. 
- two way feedback. 
- highlight future opportunities within the position. 
- be positive and constructive. 
- determine an action plan for further training and/or development. 
- feedback about how the appraisal process could be improved. 
 
Every 2 years the Approved Provider and staff will re evaluate the appraisal process and determine ways it can be improved or 
changed. 
 
Performance Appraisal will be used as a tool for identifying staff training and development. 
 
Performance Appraisal is essential and best practice, to substantiate the necessity to issue a formal warning for continued poor 
work performance.  
 
Ongoing training and support for staff will enhance the Education and Care Service. 
 



The Education and Care Service will utilise the Long Day Care Professional Development Programme to identify their specific 
professional development needs in order to support the NQF, adhere to the National Quality Standard and deliver the Early 
Years Learning Framework (EYLF) or approved learning framework. The Education and Care Service will be able to use the 
funding to meet the needs of the educators and services training and skills development needs, which is reflected in the QIP 
and will have the flexibility to do so in-line with the circumstances of our service. The Service will abide by the Funding 
Guidelines and the Funding Agreement.  
 
Regardless of previous training, experience and education, Educators and other Staff are expected to continue to update 
their knowledge on early childhood education, nutrition and first aid. 
 
The Approved Provider will ensure provisions for staff training and development, are included in the annual budget. 
 
The Approved Provider and the Nominated Supervisor will be responsible for co-ordinating training for the Service, and ensuring 
that training opportunities are provided on an equitable basis to all staff. 
 
The Approved Provider and the Nominated Supervisor will be responsible for preparing and maintaining a Quality Improvement 
Plan according to the National Quality Standards. 
 
Training may be in one of the following formats: 
- Educators and Staff share their expertise in training events held at the Education and Care Service. 
- A qualified trainer delivers a workshop for all staff at the Education and Care Service. 
- Educators and Staff attend external workshops, conferences and provide feedback to the rest at staff meetings. 
- Educators and Staff complete TAFE, College, approved RTO or University courses. 
- Educators and Staff are granted study leave to pursue further vocational studies. 
- Educators and Staff learn through changes in position within the Education and Care Service. 
- Educators and Staff network with other Education and Care Services. 
 
Relevant resources e.g. books, articles, videos etc. are accessed. 
 
Subscriptions and membership to industry peak bodies to receive newsletters and relevant resources. 
 
Regular conferences and seminars will be arranged and staff will be encouraged to attend. 
 
Educators and other Staff need to respect the knowledge and skills that each staff member brings to the Education and Care 
Service and to respect each other's feelings, views and opinions. It is important to compliment others for good initiatives and 
ideas and when things have gone well. It is also important to work as a team to plan and discuss the educational program. 
 
At least one Educator on the premises at any one time must ensure they have a current first aid certificate as well as Asthma 
and Anaphylaxis Training, and renew when required. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to National Quality Standards 2013  
Australian Childrenôs Education & Care Quality Authority  
NSW Department of Education & Communities 
Long Day Care Professional Development Program 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016    Date for next review: October 2017 

 

 

 



 
Program Policy 
 

Aim 
 
For  Umina Kids Club, Educators/Staff to observe children's behaviour and skills as a basis for individual program planning. 
Children and Parents will be encouraged to be active participants within the program. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
 

Who is affected by this policy? 
 
Educators 
Child 
Staff 
Families 
 

Implementation 
 
Observations of all children will be recorded and used as developmental records. These records showing skills and 
milestones reached by a child will be available for Parents/Guardians to look at, but are confidential and remain the property 
of the Service. 
 

Programs and activities will be evaluated daily in our daily reflections by Educators/Staff. Child and Parent/Guardian input will 
be encouraged and these reflections are emailed to parents/ families everyday. 
 

Children's creativity and self expression are encouraged through a wide variety of indoor and outdoor experiences, music and 
movement, language and stories, individual play, dramatic play, drama, arts and crafts, poetry, finger-plays and songs. 
 

Fine and gross motor skills are strengthened through a wide variety of both indoor and outdoor experiences including 
manipulative play, block play, water and sand play, balance beams, running, skipping, hopping, walking, catching and 
throwing skills with either bean bags or balls, painting both with water and paint, crayons, play dough, cutting and pasting, 
threading, lacing, and home corner. 
 

Math/science concept skills and natural aspects of our environment are encouraged and provided by block play, building, 
cooking experiences, water play, collecting harmless leaves and insects. 
 

Language development is encouraged through Educator/Staff modeling, interaction between Educator/Staff and children, 
language/literature/story time, songs, finger plays, games, poems, drama, children to children interaction. 
 
School transition, social/emotional and independence skills are strengthened through a wide range of activities designed to 
enhance a child's auditory, visual and tactile senses. 
 
Our programs are provided for differing age groups and transition from one stage to the next is individually structured. 
Children's home language, culture and religious differences will be accepted and provision for same will be included within 

the program. 
 
Music and movement activities encourage physical, social/intellectual and fun areas of the child's development. 

 
Road safety, general safety practices, hygiene, dental care, nutrition, etc. will be incorporated into the weekly program. 
 
Planning the program will be developmentally appropriate and individually appropriate. 



 
We will start with the child and look at his/her interests and plan objectives to strengthen and explore these interests, provide 
activities and experiences in accordance with the ideas of the child and the objectives of the teacher. We will evaluate the 
program each day and this will provide us with ongoing planning for the following week. 
 
All Children need to feel they are valued as individuals and capable of achieving their full potential. 
 
Educators/Staff allow frequent opportunities to have friendly interaction with all children individually, and respond to them 
warmly. 
 
Educators/Staff work in a team approach with the teacher guiding and leading with ideas for the rest of the team. These 
programs remain the property of the Service. 
 
The daily program will be displayed in each room in the form of a morning meeting agenda for parent/guardians perusal and 

are encouraged to ask any questions. We welcome their interest and suggestions. Outdoor plans are displayed ourdoors. 

 
Further reading: The Early Years Learning Framework  
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
The Early Years Learning Framework  
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Protective Behaviours Policy 

Aim 
 
Protective behaviour strategies will be incorporated into our everyday programs. It is important that Children and Young 
People develop personal safety skills from a well presented and well-structured Personal Safety Program. 
 
Below are the aims and the beliefs the Education and Care Service holds as to why protective behaviour is a vital part of 
living skills for all children.  
 

¶ Children will be able to recognise their feelings and express them verbally using the "I" message. (i.e. I feel...when... 
rather than saying You make me feel...). 

¶ Children will be able to express their feelings in a variety of acceptable ways both verbally and non-verbally and that 
Educators/Staff will listen and respond appropriately. 

¶ Children will understand that they can choose to change the way they are feeling. 

¶ Children understand that "safe" is the way they have a right to feel all the times. 

¶ Children recognise the first physical signs indicating that they need to take extra care and think clearly. 

¶ Children learn to distinguish between the "fun scared" feeling of adventure and appropriate risk taking and the "scared" 
feeling of danger which is not O.K. 

¶ Children use their own skills to help themselves feel safe again whenever they can. 

¶ That all who come to visit the Education and Care Service, adults as well as children, find it a safe place to be or visit. 
 

Beliefs 
 

¶ Children are people who feel the same range of emotions as adults. 

¶ Children's emotions are real, and need to be expressed and accepted by adults. 

¶ That the response of adults to children's early expressions of feelings is a vital component in the development of trust, 
self-esteem, and self-confidence. 

¶ When the responses of adults "match" the expressed needs of the child, healthy communication is encouraged. 

¶ That being in charge of feelings is an important component in the process of developing self-confidence and 
responsibility. 

¶ That there are physical sensations which occur in response to various emotional states ï including fear. 

¶ Young children are very aware of the signals which their bodies give them in these situations. 

¶ Adults have the power to enhance or destroy the child's responsiveness to these signals. 

¶ Children who retain and enhance their responsiveness to their body signals are more able to foresee possible threatening 
situations, and avoid them, or ask for help. 

 
"We all have the right to feel safe all the time". 

"Nothing is so awful that we can't talk about it with someone we can trust". 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
National Quality Standards 2013 
Childrenôs and Young Persons (Care and Protection) Act 1998  
 

Who is affected by this policy? 
 
Children 
Parents 
Staff 
Management 
 



The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 

Sources 
 
Childrenôs and Young Persons (Care and Protection) Act 1998  
Education and Care Services National Law Act 2010 
Education and Care Services National Regulation 2014 
Guide to the National Quality Standard 2013 
Protective Behaviours Consultancy Group of NSW www.protective-behaviours.org.au 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 
 
 

Records About Programs For Children. 
 
Aim: Comprehensive records regarding the children, their interests, their development and their 
routines are kept and are accessible to staff and parents. 
 
Written programs are kept and displayed, indicating the daily experiences or óagendaô. A daily reflection is also 
displayed at the end of the day in each room. The reflection aims to tell you the story of the childrenôs day at 
Preschool. 
 
The developmental records for each child indicate the experiences the child has participated in, the outcomes of 
these experiences and the ongoing goals that follow this. Records of experiences are ongoing and continuous. 
 
Staff and parents have access to their childôs developmental records so that they may view the ongoing progress that 
has been planned for them. In light of this, developmental records will be presented with the centreôs policy of 
confidentiality. 
 
Childrenôs development records will be regularly added to, indicating all developmental progress. Achievement 
indicators will be part of this record of progress. 
 
Developmental records will reflect childrenôs engagement in all areas of the program of experiences offered and all 
areas of development. These developmental records will show how each child is going towards meeting the 
outcomes of the Early Years Learning Framework (EYLF) for Australia. 
 
Interviewôs conducted with families will be documented and placed in the childrenôs files indicating strategies 
discussed and on going planning. 
 
Learning outcomes will always reflect what a child can do. If staff have developmental concerns they will use the 
additional planning format. By observing and recording childrenôs strengths and abilities, educators increase their 
knowledge of the child and can develop meaningful ongoing planning. 

 
Policy formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2014, October 2015 and October 2016. 
 
To be reviewed in October 2017. 
 
References: Guide to the National Quality Standard 2014 
Education and Care Services National Regulations 2011. 
Belonging, Being and Becoming. The Early Years Learning Framework for Australia. DEEWR, 2009.  
 

 

 

 

 



 
Recruitment of Educators and other Staff Members Policy 
 

Aim 
 
 Umina Kids Clubs aim is to:  

¶ To comply with requirements of State and Federal Governments. 

¶ To provide equal opportunities to all persons seeking employment. 

¶ To ensure uniformity in selection procedures. 
 

Legislative Requirements 
 
Equal Opportunity Act 
NSW Anti discrimination Act 1977 
Commission for Children & Young People Act 1998 
Child Protection (Prohibited Employment) Act 1998 
Privacy Act 1998 and Amendment 2000 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
NSW Department of Education & Communities  
Workplace Relations Act 1996 (Cth.). 
 

Who is affected by this policy? 
 
Educators 
Staff 
Management 
 

Implementation 
 
When it becomes necessary for the recruitment of Educators and other Staff members, the Approved Provider/Nominated 
Supervisor will determine the selection criteria for each position. The position will be advertised with a state wide paper and/or 
local paper/ internet employment site or may engage the service of an employment agency to advertise the position.  
 
Equal opportunity will be given to all applicants.  
 
Any requirements for Educators and other Staff under the National Regulations and National Quality Standards will be met by 
the Approved Provider/Nominated Supervisor. 

 
Applicants will be asked to provide a resume prior to interview. 
 
The Approved Provider/ Nominated Supervisor will determine who will be selected for an interview based on information 
gained from the resume, responses to the selection criteria, and any necessary experience, skills, training, etc. for the 
relevant position. 
 
Applicants will be notified by telephone or email of the interview time and place. 
 
The Approved Provider/Nominated Supervisor of the Education and Care Service will conduct the interviews. 
 
The same question format will be asked for all applicants. 
 
Applicants will be informed of wages, superannuation, leave entitlements, and job description etc. for the relevant position. 
 



Applicant responses will be noted. 
 
Applicants will be given the opportunity to ask questions. 
 
The Approved Provider/Nominated Supervisor will discuss and determine who the successful applicant is. 

 
Referees will be contacted to confirm applicantôs details and past work performance.  
 
The successful applicant will be notified by phone or email of their recruitment. 
 
A letter confirming applicantôs success, job description, employment details, superannuation membership form will be 
forwarded to the applicant. 
 
Employment will be subject to the approval of the Working with Children Check. 

 
A probation period will be subject to the relevant award for the position. 
 
Unsuccessful applicants will be notified either in writing/by telephone or email.  
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 

Sources 
 
Childrenôs and Young Persons (Care and Protection) Act 1998  
Educational Services (Teachers) Award 2010  
Childrenôs Services Award 2010 
National Employment Standards 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Guide to National Quality Standards 2013  
Australian Childrenôs Education & Care Quality Authority  
NSW Department of Education & Communities  
Fair Work online www.fairwork.gov.au  Retrieved: October 2015 
Privacy and Personal information Protection Act 1998 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016  Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.fairwork.gov.au/


 
Road Safety Policy 
 

Aim 
 
To help children develop safe road usage practices ï empowering them to be safe road users. Increase 
parents/families/community awareness of the road safety issues affecting young children. To provide consistent road safety 
messages between the Service and home environment. 
 

Who is affected by this policy? 
 
Child  
Parents 
Educators 
Staff  
Management  
 

Implementation 
 
Educators/Staff will: 

¶ Use planned and spontaneous learning experiences to promote the key safety messages of ï 
1) Always hold a grown-upôs hand. When a grown-upôs hand is not available, hold a pram, bag, or clothes. 
2) Always cross the road with a grown-up. 
3) Always buckle up your seatbelt. 
4) Always leave your seatbelt buckled up in the car. 
5) Always get in and out of the óSafety Doorò. 
6) Always ask a grown-up where it is safe for you to play. 
7) Always wear a helmet when riding your bike or wheeled toy. 

¶ Use relevant up-to-date road safety information and resources (kits, games, and posters). 

¶ Realise that children are dependent on them for safe behaviour in the road environment. 

¶ Through play help children become familiar with, and to practice passenger safety, pedestrian safety and 
safe play. 

¶ Teach safe road practice through play and discussion. 

¶ Educate families and communities about childrenôs road use issues and safe practices. 
 
Children will: 

¶ Participate in planned and spontaneous learning experiences. 

¶ Develop safe road use practices. 

¶ Through play become familiar with, and practice passenger safety, pedestrian safety and safe play. 
 
Parents/Family/Community will: 

¶ Be provided with road safety information. 

¶ Be asked to contribute ideas/suggestions/comments about childrenôs road safety. 

¶ Be encouraged to always hold their childôs hand in the car park or pathway. 

¶ Be encouraged to always ensure that children wear seatbelts in the car. 

¶ Be encouraged to always ensure that children wear helmets when riding bikes or wheeled toys. 

¶ Be encouraged to always insist that children use the ñSafety Doorò. 

¶ Be encouraged to always monitor where their children play and insist they play in safe areas. 

¶ Be asked to follow safe driving practices when entering and exiting the services premises 
 
The Approved Provider/Nominated Supervisor will ensure this policy is maintained and implemented at all times. 
 

Sources 



 
Kids and Traffic www.kidsandtraffic.mq.edu.au Retrieved: October 2015 
Road and Traffic Authority www.rta.nsw.gov.au Retrieved: October 2015 
Kidsafe NSW fact sheet www.kidsafensw.org Retrieved: October 2015 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016   Date for next review: October 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.kidsandtraffic.mq.edu.au/
http://www.rta.nsw.gov.au/
http://www.kidsafensw.org/


 

 

 

 

 
Routine & Transition Policy 

Aim 
 
Routines and transitions are valuable learning experiences.  Umina Kids Clubs aim is to provide a smooth and free flowing 
day that caters for the childrenôs needs.  

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
 

Who is affected by this policy? 
 
Educators, Child, Staff. 
 

Implementation 
 
Routines and Transitions are important as they enable Educators/Staff to facilitate: 

¶ Meeting each childôs individual needs, thus routines for individual children will be flexible and change with the childôs 
development. Educators/Staff will communicate with Parents to get information about the childôs needs and to help 
maintain continuity between home and care. 

¶ One-to-one interactions which are valuable for Educators/Staff as they build relationships with individual Children and 
their understanding of them. 

¶ A smooth and free flowing day.   

¶ The program, including routines, is organised in ways that maximise opportunities for each child's learning. 
 
When planning for guiding transitions Educators/Staff will: 

¶ Talk to the Children to prepare them for each new transition or routine, to give advance warning of what is going to 
happen next. 

¶ Communicate with Families to gather relevant and current information about the Childôs needs. 

¶ Be flexible, incorporating request and suggestions from the Children, Families and other Educators/Staff. 

¶ Make use of information about the Children that is familiar to them, including favorite songs, rhymes, and games. 

¶ Make use of these times as valuable and meaningful learning opportunities. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy will be maintained and implemented at all 
times. 
 

Sources 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
  

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 



 
Reviewed: October 2016   Date for next review: October 2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Safe Sleeping for Under Twoôs Policy 
 

Aim 
 
 Umina Kids Clubs believe that providing a safe sleeping environment is essential to health and safety of the children. 
Research has found that Sudden Infant Death Syndrome is the most common cause of death in babies between one month 
and one year of age. Most babies who die of SIDS are under six months, with more babies dying of SIDS in winter than in 
summer. 
 

Legislative Requirements 
 

Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
Work Health and Safety Act 2011 
Work Health and Safety Regulations 2011 
 

Who is affected by this policy? 
 
Child 
Staff 
Families 
Management 
 

Implementation 
 
At  Umina Kids Club we acknowledge the individual needs of families and their children in regards to rest and sleep.  We 
seek to work together to effectively cater for your childôs needs. 
 
Parents/guardians are to advise staff at enrolment of any special patterns or cultural practices that your child has which will 
enable us to maintain consistency and continuity with practices at home.   It is also important to update this information 
throughout your childôs time in care or as special circumstances arise ï e.g. your child had a restless night and may need to 
go to sleep earlier; your child slept in and may not need a sleepé. You can do this verbally or on the arrival sheet. 
 
The following procedures will be followed when putting the child into a cot/bed: 
 

¶ The baby will be placed on their back to sleep at all times. 

¶ Sleep baby with face uncovered. 

¶ Put babiesô feet at the bottom of the cot. 

¶ No quilts, doonas, duvets, pillows and cot bumpers will be allowed in the cots. 

¶ No toys allowed in the cots. 

¶ Bed clothing is appropriate to weather. 

¶ Once all children are asleep, cot checks will be carried out and recorded at 10 minute intervals.  
 
All cots will comply with the requirements of either the Australian/New Zealand Standard AS/NZS 2172:2010: Cots for 
household use ï safety requirements or the Australian/New Zealand Standard AS/NZS 2195:2010: Folding cots-Safety 
requirements 
 
A firm clean mattress that fits snuggly in the cot will be used at all times. This will be checked annually to ensure standards 
are met.  
 
A safe sleeping procedure will be placed in the cot room in order for permanent educators/staff and casual staff to follow at all 
times. 



 
Current information on sleep equipment and safe sleeping practices from Recognised Authorities is available to staff and 
families. 
 

Educators/Staff will at all times meet the Education and Care Services National Regulation 2014: 

¶ To ensure that bedding is arranged to prevent cross infection. 

¶ To allow easy access and exit of children. 

¶ To ensure that the sleep/rest area is adequately ventilated and has natural light.  

¶ No children over the age of seven sleep in the same room with any child of the opposite sex.   

¶ No child sleeps in the same room that an adult sleeps in. 
 
All beds and mattresses will be appropriately cleaned and maintained. 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 

Sources 
 

Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
Work Health and Safety Act 2011 
Work Health and Safety Regulations 2011 
Sids and Kids www.sidsandkids.org 1300 308 307 Retrieved: October 2015 
Standards Australia www.standards.org.au 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016   Date for next review: October 2017 
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Sand Pit Policy 
 

Aim 
 
 Umina Kids Clubs aim is to ensure that the sandpit is clean, hygienic and in a safe condition for all service users. 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
NSW Work Health and Safety Act 2012 
Work Health and Safety Regulations 2011 
 

Who is affected by this policy? 
 
Children 
Families 
Educators 
Staff 
Community 
Visitors  
Management 
 

Implementation 
 
In order to ensure our sand pit is always a safe and hygienic place for children to play and learn, we will do the 
following: 

- The sandpit will be covered when not in use and overnight.  

- Daily inspections of the sandpit as part of our daily safety checks, to ensure it is safe for children to use.  

- Daily raking of the sandpit before children use it. 

- Change sand every 12 months or more often if required.  

- Regularly clean/sanitise sand with salt, running a rake through the sand to ensure it is all sanitised. Sun and fresh air 
are good disinfectants also. 

- Use washed beach or river sand as recommended by Kidsafe NSW.  

In the event that any animal or human waste is found in the sandpit, the following procedure will be following: 

- If children are in the sandpit, all children will be removed from the area. 

- The waste will be removed from the area, as per regular cleaning procedures. Staff will wear suitable protective 

clothing.  

- Soiled sand will also be removed from the area, and the sand in that area will be sanitised with salt, or neutral 

detergent and water distributed with a watering can. 

- Where extensive contamination has occurred, all sand should be replaced. 

The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 

times. 

Sources 



 
Australian Workplace Safety Standards Regulations 2005 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
Work Health and Safety Act 2011 
Work Health and Safety Regulations 2011 
Public Health Act 2010 
Kidsafe NSW Inc. http://www.kidsafensw.org/imagesDB/wysiwyg/Sandpits2014.pdf retrieved October 2014 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
 
Reviewed: October 2016    Date for next review: October 2017 
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Severe Allergy Policy 
 

Aim 
 
Anaphylaxis is a severe allergic reaction with symptoms such as shortness of breath, wheezing, swelling of the tongue, 
swelling or tightness in the throat, rash, and loss of consciousness. It is a life-threatening condition that requires emergency 
treatment. Common substances which can cause severe allergic reaction include bee stings, insect bites, nuts, eggs, fish, 
drugs etc.  Umina Kids Clubs aim to minimise substances that have the potential to cause a severe allergic reaction to the 
children who attend the Education and Care Service. 
 

Legislative Requirements 
 

Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
Work Health and Safety Act 2011 
Work Health and Safety Regulations 2011 
 

Who is affected by this policy? 
 
Children 
Families 
Educators 
Management 
 

Implementation 
 
Anaphylaxis occurs infrequently. However, it is life-threatening and can occur at any time. Milder forms of anaphylaxis occur 
much more frequently than fatal anaphylaxis. Anaphylaxis occurs in all age groups. While prior exposure to allergens is 
essential for the development of true anaphylaxis, severe allergic reactions occur even when no documented prior exposure 
exists. 
 
Severe allergic reactions are usually triggered by a limited number of allergic exposures. These include injection, swallowing, 
inhaling or skin contact with an allergen by a severely allergic individual. 
 
Examples of injected allergens are bee, hornet, wasp and yellow jacket stings; certain vaccines that have been prepared on 
an egg medium; and allergen extracts used for diagnosis and treatment of allergic conditions. Antibiotics such as penicillin 
can trigger a reaction by injection or swallowing. 
 
Typically, a severe reaction caused by a food allergy occurs after eating that particular food, even a small bite. Allergy to nuts 
is an example. Skin contact with the food rarely causes anaphylaxis. Foods most commonly associated with anaphylaxis are 
nuts, seafood, and, in children particularly, eggs and cow's milk. 
 
Signs and Symptoms: 
The signs and symptoms of anaphylaxis may occur almost immediately after exposure or within the first 20 minutes 
after exposure. Rapid onset and development of potentially life threatening symptoms are characteristic markers of 
anaphylaxis. Allergic symptoms may initially appear mild or moderate but can progress rapidly. The most dangerous 
allergic reactions involve the lungs and/or heart/vessel system. 
 
Immediate management:  
Anaphylaxis is an emergency condition requiring immediate professional medical attention. Adrenaline is a drug that should 
be given by injection without delay. Adrenaline comes in multiple formats, one of them called EpiPen® that might be carried 

http://www.virtualallergycentre.com/drugs.asp?drugid=2925&type=generic


by individuals. Educators/Staff should be trained in the administration of an EpiPen®. CPR (cardio pulmonary resuscitation) 
should be initiated if needed. Antihistamines may be given to further reduce symptoms (after lifesaving measures and 
adrenaline are administered). 
 
Steps on the prevention of severe allergic reactions: 

¶ Obtain medical information at the time of enrolment of the child on any identified allergies. Ask the parent/guardian for 
supporting documentation and action plan. The action plan should include: 

  Clear identification of the child (photo). 
  Documentation of the allergic triggers. 
  Documentation of the first aid response including any prescribed medication. 
  Identification and contact details of the doctor who has signed the action plan. 
 

¶ Education of early childhood staff to recognise the risk and understanding the steps that can be taken to minimise 
food anaphylaxis by all those responsible for the care of the child. Instruction on EpiPen® use should also be 
included in the training provided by appropriately qualified professionals.  

 

¶ The Approved Provider must ensure that the following persons are in attendance at any place where children are 
being educated and cared for by the Service, and immediately available in an emergency. At all times that children 
are being educated and cared for by the Service: at least one Educator/Staff member who holds a current approved 
first aid qualification and has undertaken current approved anaphylaxis management training. 

 
¶ Practical strategies to avoid exposure to known triggers. Avoidance of specific triggers is the basis of anaphylaxis 

prevention. It is not recommended that children with a food allergy be physically isolated from other children. At the 
Education and Care Service, children are dependent on Educators and staff to provide a safe environment. 

o There should be no trading and sharing of food, food utensils and food containers. 

o It is ideal that children with severe food allergies should only eat lunches and snacks that have been prepared at 
home. 

o Bottles, other drinks and lunch boxes provided by the parent/guardians for their children should be clearly 
labelled with the name of the child for whom they are intended. 

o The use of food in crafts, cooking classes and science experiments may need to be modified depending on the 
allergies of particular children. 

o Food preparation staff should be instructed about measures necessary to prevent cross contamination during the 
handling, preparation and serving of food. Examples would include the careful cleaning of food preparation areas 
after use and cleaning of utensils when preparing allergenic foods. 

o Parent/guardians will be asked not to send food containing highly allergenic foods such as egg and nut products 
to the Service. 

o In some circumstances it may be appropriate that a highly allergic child does not sit at tables where the food to 
which they are allergic is being served (child who is highly allergic should sit next to/with an educator at meal 
times, as well as peers). 

o The meal prepared for all children should not contain ingredients such as milk, egg and nut products to which the 
child is at risk. 

o Food removal from the Education and Care Service should only occur following recommendation by a relevant 
medical specialist, and provision of documentation of this recommendation. 

o The Adrenaline auto injectors move according to the location of the child (if the child is outside, then so is the 
auto injector) 

 
Procedures regarding the provision and storage of Adrenalin Auto Injectors: 
Adrenaline auto injectors (EpiPen or Anapen) should ideally be stored in a cool dark place at room temperature, between 15 
and 25 degrees Celsius. They must not be refrigerated, as temperatures below 15 degrees Celsius may damage the auto 
injector mechanism. Adrenaline auto injectors will be stored in an insulated bag. 
 
Parents and families are responsible for monitoring the expiry date of Adrenaline auto injectors, and must at all times provide 
an EpiPen or Anapen for their child when in attendance at the service.  
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 

Sources 
 
Australasian Society of Clinical Immunology and Allergy www.allergy.org.au Retrieved: October 2015 
Anaphylaxis Australia www.allergyfacts.org.au Retrieved: October 2015 

http://www.allergy.org.au/
http://www.allergyfacts.org.au/


Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
Guide to the National Quality Standard 2013 
Nutrition Australia www.nutritionaustralia.org Retrieved: October 2016 
NSW Health www.health.nsw.gov.au Retrieved: October 2016 
Work Health and Safety Act 2011 
Work Health and Safety Regulations 2011 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016    Date for next review: October 2017 
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Siege Situation Procedure 
 
Aim: To ensure staff are aware of procedures to follow in the event of a siege situation. 
 
¶ DO NOT TAKE ANY UNNECESSARY RISKS which would endanger the childrenôs or staffôs lives. STAY 

CALM. 
 

¶ Staff must comply with terrorist demands where they do not endanger lives. 
 

¶ Try to maintain calm and keep the children as calm as possible. 
 

¶ As soon as it is safe to do so contact police on 000 and request assistance. 
 

¶ Check that all children are present and try to keep them calm. 
 

¶ Contact Department of Education and Communities, Coast Care or Life Line for counselling of staff and 
children (See emergency numbers in the office). 

 

¶ Contact families and reassure them of their childôs well being. 
 

¶ The Director will ensure the staff and children receive ongoing counselling and support as needed. 
 

¶ The staff will practice siege situations as part of their evacuation procedures at least annually. 
 
Policy Formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2014, October 2015 and October 2016. 
To be reviewed in October 2017.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Smoking within the workplace policy. 
 

Aim: For all staff, parents and visitors to the centre to be aware of the restrictions of smoking within 
the surrounding areas of a child care centre. 
 
All staff, parents and visitors to the centre need to be made aware of that it is within the regulations that smoking is 
not permitted within the grounds of a child care centre. 
 
It is illegal for any persons to be smoking within the building, or the surrounding grounds of a child care service. 
 
As our centre is contained within a residential area, all persons are requested to refrain from smoking outside of our 
direct neighbouring properties and all staff are requested to refrain from smoking while in view of their workplace. 
 
All staff should be aware of their rights to smoke outside of working hours, however as smoking is not prohibited 
within the workplace and surrounding grounds, staff would need to leave the centre for this purpose. This is at the 
discretion of the Director and is not allowable to those staff on paid breaks. 
 
The centre will assist any staff member who feels that they need assistance in undertaking their workplace 
responsibilities with these restrictions and will contact the National Quit Line for information to assist the persons to 
continue within their working environment. 
 
 
 
Policy formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013,  October 2014, October 2015 and October 2016. 
To be reviewed in: October 2017 
References: 
Education and Care Services national Regulations 2014. 
www.quit.org.au retrieved in October 2016. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.quit.org.au/


 
 
 
 
 
 

Snakes and Dangerous Animals Policy. 
 
Aim: The aim of this policy is to help staff deal with a situation of a snake or dangerous animal 
entering our centre. 
 
If a snake or dangerous animal is seen near the centre move all children inside the building, close all doors and 
windows and contact Arc on 0500551121 or the RSPCA on 43722044. 
 
If a snake or dangerous animal is in the playground or has entered the centre remove the children from the area. Do 
not make sudden fast movement or loud noises avoid the area the animal or snake has occupied. Ring Arc on 
0500551121 or the RSPCA on 43722044. 
 
Do not try and kill, remove or scare the animal or snake. 

 
Policy formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2014, October 2015 and October 2016. 
To be reviewed in October 2017. 
Reference: Laws of Endangered Species/Reptiles retrieved October 2016. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Social Media Policy 
 

Aim 
 
To ensure that at all times Educators and other Staff members (including students and volunteers) remain confidential in 
regards to the Education and Care Service, families and co workers, and are not compromised on a social networking site 
(including but not limited to, Facebook, MySpace, and Twitter). 
 

Legislative Requirements 
 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2014 
National Quality Standards 2013 
NSW Department of Education & Communities  
Privacy Act 1988 (Cth.);  
 

Who is affected by this policy? 
 
Educators 
Staff 
Child 
Families 
Management 
Students 
Volunteers 
 

Implementation 
 
Educators and other Staff members (inc. students and volunteers) will ensure: 

¶ Information published on your blog(s) will comply with the companyôs confidentiality policy. This applies to comments 
posted on all blogs, forums and social networking sites. 

¶ Be respectful to the company, other staff members, and families. 

¶ Social media activities will not interfere with work commitments.  

¶ Your online presence can reflect on the Education and Care Service. Be aware that your actions captured via 
images, posts, or comments can reflect that of the Education and Care Service. 

¶ Do not reference the Education and Care Service, families and staff without written consent. In all cases, do not 
publish information that will breach the Confidentially Policy. 

¶ Respect copyright laws, and reference or cite sources appropriately. Plagiarism applies online as well. 

¶ Company logos and trademarks may not be used. 

¶ Any photos taken at the Education and Care Service cannot be used. 

¶ Social networking sites will not be accessed on the work computer. Refer to Use of Computer and Email policy. 
 
Any breach of this policy will and can result in instant dismissal. 
 
 
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 
 

Sources 
 
Human Resources http://humanresources.about.com Retrieved: October 2016 
Education and Care Services National Law Act 2010 

http://humanresources.about.com/


Education and Care Services National Regulations 2014 
Guide to National Quality Standards 2013 
Australian Childrenôs Education & Care Quality Authority  
NSW Department of Education & Communities  
Privacy Act 1998 www.privacy.gov.au Retrieved: October 2015 
Fair Work online www.fairwork.gov.au  Retrieved: October 2015 
 

Review 
 
The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 
parties. 
 
Reviewed: October 2016    Date for next review: October 2017 
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Social Networking Policy. 
 

Definition: A social networking policy covers the use of social media both inside and outside the 
workplace by employees and management of the centre. As such it covers (but is not restricted to) sites 
including ñFacebookò, ñTwitterò, ñWikkiôsò, ñBolgsò ñMy Spaceò, ñYou tubeò, ñLinkedInò ñE-mailsò and future 
additional social sites as they may arise. The absence or lack of explicit reference to a specific site does 
not limit the extent of the application of this policy. 
 
Aim: To assist in the protection of the reputation of the company, itôs management and 
employees by providing a set of guidelines which outline the companyôs view on the use of 
social networking sites. To ensure all employees and management are aware of possible 
repercussions of the use of such sites if the service is depicted in a negative view. To provide all 
staff and management with the situations, which may be covered including: staff bullying, 
confidentiality of families and children and defamation of character. 
 
In our current climate, digital media is a part of everyday life. What must be determined is how this is 
used within the workplace and the impact of use of social networking sites outside of the workplace. 
 
Within the workplace: As our workplace is not based on the use of internet communications, the office 
computer is currently the only computer where the internet is accessible. If staff are to access this 
computer it would require them to be removed from the supervision of children and because of this it 
should be used primarily as a learning tool where children and teachers are researching together and 
adult: child ratios are maintained. 
 
The centre is more than happy for staff to access the internet in the office before and after their shifts, 
when they are not required to be with the children, to research and access materials to support the 
childrenôs learning projects. 
 
Trainee staff can use the internet for the purpose of accessing their learning materials or additional 
information which is required to completed their studies.  
 
When staff wish to use the centre internet for personal use such as to access websites (banks) or look at 
their own or otherôs social networking sites, permission must be sought with reason as to why this should 
be done within the workplace. It is mostly accepted that social networking within this company will be 
done outside the working environment due specifically to the nature of our work not being office related. 
 
Outside the workplace: The company wishes to make all employees aware that information posted on 
social networking sites must be considered as public information. This is because  
No internet site will guarantee itôs security can be ongoing, each social networking site will have different 
levels of security and as public sites, all are vulnerable to security breaches. 
 
The company logo and any photos taken within the service cannot be used at any time. Photos 
containing workplace colleagues will need their approval. 
 
Because of the nature of our working environment, families and friends are already aware of the 
workplace within which you are currently situated. While the company makes it clear that it is not to be 



referenced in name, company policies relating to confidentiality and reputation cannot be overlooked on 
the assumption that the workplace is unknown.  
 
In relation to families it is advised that staff be aware their personal reputation as a responsible caregiver 
for young children is being depicted on their social networking spaces. This may be through written 
information or photos added onto a site or even where information referring to other outside sites may be 
displayed that may be inappropriate.  Linking with families is your own personal decision, however, the 
code of ethics will apply and it needs to be clear that parents will be judging you on your personal 
behaviour outside of work should you allow access. This should be seen as not different to engaging 
socially face to face with a family outside of the working environment and this may be a guide as to what 
would be acceptable. Alternatively, the service would support the decision by any staff member to inform 
families that accepting parents of the centre as social networking friends places them in a difficult 
situation due to confidentiality and centre policies. 
 
Employees must be aware that the mention of any other employees on their social networking sites must 
be done with the consent of that individual. Defamation of another employee is unacceptable at any time 
and again the code of ethics will apply. 
 
The company wishes it to be known that off hours or out of work posting on social networking sites will 
be looked at intensely should it be made aware that the conduct of an employee is negatively affecting 
the reputation of the business, the professionalism of the individual, the relationships or working 
environment of other staff or the confidentiality of families.  
 
In such a situation the code of ethics will be the guidelines followed and if required termination of 
employment will be enforced. The main intent is that the individual in no way through the use of social 
networking is able to harass, threaten, libel, malign, defame, disparage or discriminate against co-
workers, families (customers) or the company.  
 
The company has an expectation of ethical and honest behaviour from all itôs employees at all times and 
as such any information exchanged on-line must be absolutely accurate. Once it is placed on the 
internet it is there forever in some form and can never be removed. 
 
If an employee is in anyway concerned or unclear of the guidelines covered in this policy they should 
immediately seek clarification from management. The companyôs intent is that by making the guidelines 
clear the employees and management are not exposed to situations without prior thought being given to 
actions and consequences clearly known. 
 
Policy Formatted: October 2010. 
Reviewed in: October 2011, October 2012, October 2013, October 2014, October 2015 and 
October 2016 
To be reviewed: October 2017. 
 
References: 
www.itbusinessedge.com (Sample social networking policy) 
www.techrepublic.com (10 Things you should cover in your social networking policy) 
www.esecurityplanet.com (How to set social networking policies for employees)  
www.metrocorpcouncil.com (Social networking policies: best practices for companies) 
 
 

 

 

 

 

http://www.itbusinessedge.com/
http://www.techrepublic.com/
http://www.esecurityplanet.com/
http://www.metrocorpcouncil.com/


 

 
 
 
 
 

Soiled Sheets and Clothing Policy. 
 

Aim: To ensure that the centre is meeting health standards and DOCS regulations without placing the 
staff and childrenõs health at risk when dealing with soiled sheets and clothing. 
 
The staff are not permitted to wash or rinse soiled sheets or clothing. Loose faeces will be tipped out of the item into 
the toilet.  
 
Any soiled sheets and/or clothing will be placed in two plastic bags and hung in the laundry. A note will be written on 
the sign in sheet beside your childôs name informing the parent the clothes are in the laundry. 
 
We appreciate that the items might smell when you take them out of the bags; to keep cross infection to a minimum 
and avoid health risks for staff and children we must follow these recommendations. The Health Department states 
ñBecause of the risk of infection, it is important for everyone to avoid contact with body fluidsò (Staying Healthy in 
Childcare. 5th Edition 2012). 
 
Parents will collect the soiled sheets and/or clothing from the laundry and take it home to be laundered. 
 
Any items which are soiled with vomit or diarrhea will be discarded at the end of each day to minimize cross infection 
of children, educators and families. 
 
Any items (other than vomit or diarrhea soiled items) not collected within one week will be disposed of. 
 
Policy formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013,  October 2014, October 2015 and October 2016. 
To be reviewed in October 2017. 
Reference: Education and Care Services National Regulations 2014. 
Staying Healthy in Childcare, 5th Edition, 2012. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 
 
 
 
 

Staff Dress Code 
Aim: To ensure all staff wear appropriate clothing that is: 

Clean 
Neat 

Comfortable 
Protective 

To ensure that all staff are presenting themselves within the workplace in a dress code which 
supports and enhances the image of the business. 

 
We believe that we need to set an example for the children by wearing appropriate clothing for the elements and 
experiences within which we are all engaged in our day. 
While we feel personal expression through dress is important to everyone, wearing a uniform allows parents and 
children to readily identify staff members, and presents staff as professional in the workplace. 
Dress code: 

³ Umina Kids Club work shirt. 

³ Shirts must cover your shoulders and have sleeves. The chest and mid drift must be covered. 

³ Pants, jeans (Must be neat), Long shorts, skirt (at least knee length) 

³ Shoes ï Kitchen staff must always wear enclosed shoes. Kitchen staff must wear their hair tied back. All 
other staff must have 80% of the foot covered.  

³ Hats that protect your eyes, ears, face and back of the neck and the crown of your head must be worn all 
year round. Hats must have minimum brim width of 8cm. 

³ Staff are encouraged to wear sunglasses to protect their eyes. 

³ Hair should be tidy and staff well groomed. 

³ Name badges are provided by the employer and must be worn whilst at work. 

³ No hanging earrings to be worn in the workplace and no facial piercings such as nose rings and lip rings. 

³ Any visible tattoos are to be covered. Please note this policy review date. All presently employed staff with 
tattoos at the time of this policy update, are not required to cover any existing tattoos they had in place at 
the review date. All new employees and previously employed staff who add any tattoos after May 2012 
must cover anything that is visible whilst within the workplace. 

 
Policy formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013, October 2014,October 2015 and October 2016 
Reviewed and modified in May 2012. 
To be reviewed in October 2017. 
Reference: Sun Smart childcare Policy guide for Services Providers. 
Workplace Health and Safety risk assessment tools. 
www.allbusinesses.com/human-resources/workforce-management-employee/4113 retrieved 22.5.12 
Staff meeting minutes 26.5.12 
 

 

 

http://www.allbusinesses.com/human-resources/workforce-management-employee/4113%20retrieved%2022.5.12


 

 
 
 
 
 
 

Staff Immunisation Policy. 
 

Aim: To ensure staff are made aware of the adult immunisations that are available and that they have 
all childhood vaccinations. 
 
All staff are encouraged to be immunised and to seek medical advice about adult immunisations for professionals 
working in child care. 
 
Everyone need protection against common infectious diseases. Many infectious diseases affect both adults and 
children. Some can lead to serious illness. 
 
Child care workers should have had all childhood vaccinations. That is three doses against diphtheria, tetanus and 
pertussis (DTP) and three doses against polio. All adults should receive a booster dose of tetanus and diphtheria 
vaccine (ADT) every 10 years. In addition to these vaccinations it is recommended that child care workers receive the 
hepatitis A vaccine. Hepatitis B is also recommended for child care workers. 
 
Policy Formatted in: October 2009 
Reviewed in: October 2010, October 2011, October 2012, October 2013,  October 2014, October 2015 and October 2016. 
To be reviewed in October 2017. 
Reference: Staying Healthy in Child Care, 5th Edition, 2012. 
www.immunise.health.gov.au 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 
 
 
 
 

Staff Immunisation Schedule 
 

Name:        Date: 
 
Have you had all your childhood vaccinations? ï They are: three doses against diphtheria, tetanus and 
pertussis (DTP) and three doses against polio.  
 
Yes    No 
 
All adults should receive a booster dose of tetanus and diphtheria vaccine (ADT) every 10 years. Is your 
tetanus and diphtheria vaccine up to date? 
 
Yes    No 
 
It is also recommended that childcare workers who care for children under 2 years of age receive the 
hepatitis A vaccine. Have you received the hepatitis A vaccine? 
 
Yes    No 
 
Women aged between 11 and 45 should be vaccinated against rubella. Are you vaccinated against rubella 
and do you know if the vaccination still effective? 
 
Vaccinated     Vaccine still effective  
Yes    No   Yes    No 
 
Please list any other vaccinations you have had such as flu, hepatitis B, Meningococcal. 
 
Vaccination       Date 
 

______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
_________________________________________________  

 

 

 

 

 

 



 

 
 
 
Staff Performance Review Cycle 

Aim 

To evaluate and assess educators/staff members work performance and how they carry out job responsibilities in relation to 

their Position Descriptions and Job Requirements. The Aim of this Performance Review Cycle is to encourage workplace 

performance, to determine a work plan and goals for the year ahead and to help plan training courses and professional 

development that may be needed for educators to improve their performance and achieve their professional goals.  

Legislative Requirements 

Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
Educational Services (Teachers) Award 2010 
Childrenôs Services Award 2010  
 

Who is affected by this policy? 

Educators 

Staff 

Management 

 

Implementation 

The educator or other staff member will complete a self evaluation sheet. The educator or other staff member and the 
Approved Provider/Nominated Supervisor will sit down together and discuss areas of work e.g. programming, communication, 
health and safety, conduct etc. The Approved Provider/Nominated Supervisor will then outline your main responsibilities and 
how you meet these responsibilities. An evaluation is then done on the quality of your performance and finally short term and 
long term goals are developed.  
The Approved Provider/Nominated Supervisor will ensure that this policy is maintained and implemented at all 
times. 

Sources 

Education and Care Services National Regulation 2014 
Education and Care Services National Law Act 2010 
National Quality Standards 2013 
Educational Services (Teachers) Award 2010 
Childrenôs Services Award 2010  
Early Childhood Council: Performance Development Review (Appraisal) www.ecc.org.nz Retrieved 18/9/13 
Australian Institute for Teaching and School Leadership: Australian Teacher Performance and Development 
Framework. Retrieved 18/9/13 
  

Review 

The policy will be reviewed annually. Review will be conducted by management, employees, parents and any interested 

parties. 

Reviewed: October 2016    Date for next review: October 2017 




